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CHAPTER 1. GENERAL TRAVEL REGULATI ONS

ICABILITY

PART 1. A L
N AL RULES

PP
AND GENER

Subpart A--Authority, Applicability, and General Rule

1-1.1 Authority.

This Chapter is issued under the authority of 5 U S. C 4111,
5 U S C 5701-5709, 5 U S.C 5721-5734, 5 U. S. C. 5742(b), 5 U S.C
7342, 20 U.S.C. 905(a), 31 U.S.C 1353, 40 U S.C. 486(c), 41 CFR 301-
304., E.O 11609, 36 FR 13747, 3 CFR 1971-1975 Conp., p. 586

a. Additional references. Additional References which al so
formthe basis of DLM5-7 are in the General Accounting Ofice CGvilian
Personnel Law Manual, the Federal Personal Mnual, Conptroller CGenera
and GSA Board of contract Appeals Decisions. Authority concerning
reporting is contained in 5 USC 5701-5709; P.L. 100-485; and 26 CFR
Parts 1,31, and 602 (IRS).

b. Federal Travel Requlations. This chapter conplies wth
t he Governnent-w de Federal Travel Regul ations (FTR) as published by
the CGeneral Services Admnistration (GSA). FTR 300-2.22 When required
by the FTR, the Departnent of Labor (DCOL) has supplenented the FTR
regul ations. DOL has al so added text in order to clarify regulations,
as interpreted by GAO or GSA's interpretative rulings or, in a few
case, DOL-specific instructions. GSA has rewitten the FTRIin a
guestion and answer format. This Chapter contains cross references to
the content of the FTR by incorporating relevant citations, e.g. FTR
300-3.1. Most FTR regul ati ons have been cross referenced except, for
exanpl e, those that describe the FTR and how to use a question and
answer format. They are: FTR 300-1.1, FTR 300-1.2, FTR 300-2.1, FTR
300-2.20, FTR 300-2.21, FTR 300-2.23, and FTR 300-2.70. DOL has
produced a sinplified version of this chapter in a question and answer
format. It is entitled, “Tenporary Duty Travel Training Guide” and it
can be found on the followi ng OCFO web site.
http://ww?2. dol . gov/ dol /ocfo/ public/travel /main. ht m
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This guide is intended to provide basic travel information and is not
I ntended to replace this Chapter.

1-1.2 Applicability.

a. This Chapter contains the Departnent of Labor (DCOL)
travel regul ations.

b. This Chapter applies to:
(1) Enpl oyees traveling on official business;

(2) Interviewees performng pre-enploynment interview
travel ;

(3) Enpl oyees who nust interrupt official business
travel to performenergency travel as a result of an incapacitating
i1l ness or injury or a personal energency situation; and threatened
| aw enf orcenent/investigative enpl oyees and nenbers of their famly
tenporarily relocated to safeguard their |ives because of a threat
resulting fromthe enpl oyee’s assigned duties. FTR 301-1.3

(4) Oficial travel of individuals enployed intermt-
tently in the Governnent service as consultants or experts and paid on
a daily when-actually-enpl oyed (WAE) basis and individuals serving
wi thout pay or at $1 a year. These individuals are not considered to
have a "permanent duty station” within the general neaning of that
term however, they may be all owed travel or transportation expenses
under this Chapter while traveling on official business for the
Governnent away fromtheir honmes or regul ar places of business and
whil e at places of Governnent enploynent or service. Maxinmumrates
prescribed in this Chapter are applicable except as provided in
paragraph "c" of this section or unless a higher rate is specifically
aut horized in an appropriation or other statute.

(5) Travel by Governnent Contractors. |In order for a
Departnental contractor to be reinbursed for travel and transportation
expenses, there nust be a provision for paynent of these expenses in
the applicable contract. |[|f direct paynent of travel and
transportati on expenses for contractor enployees is included in the
contract, reinbursenent is subject to the sane rules, regul ations and
limtations applicable to DOL enpl oyees (as outlined in this Mnual
and ot her applicable federal regulations). Hgher Iimts on
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rei mbursenment may be applied if provided for in the contract.

Rei nbursenent to contractors for the travel of their enployees shal

be in accordance with the Federal Acquisition Regulations. Federal
Contractors may not use City-Pair Airline contract services and rates.

(6) Invitational Travel. Travel and transportation
expenses may be allowed to non-Federal enployees who are invited to
advise or consult wwth DOL officials. Authority for reinbursenent is
5 U S . C 5703, which allows reinbursenent to an individual serving
wi t hout pay or at $1 per year. These individuals may not be provided
travel advances. The individuals are reinbursed in the sane manner as
any Federal enployee on official travel and thus, are required to use
contract city-pair carriers.

(7) Travel of Wtnesses.

(i) Departnent of Labor Cases.

(A) Current Departnent Enpl oyees. An enpl oyee
sumoned or assigned to testify or produce official records on behalf
of the Departnent is considered to be on official duty and thus, iIs
entitled to travel and transportati on expenses in accordance with this
Manual .  An enpl oyee summoned or assigned to testify in an official
capacity or produce official records on behalf of a party other than
the Departnent is also considered to be on official business and thus,
Is entitled to travel and transportati on expenses, but only to the
extent they are not paid to the enployee by the court, the authority,
or the party which caused the enployee to be sumoned or assigned. In
t hese instances, the enployee nust file a travel voucher (SF 1012)
reflecting the total travel costs incurred. The enployee then deducts
the anounts for itens provided and the anount of any cash received.
The Departnent will reinburse the enployee for the additional costs to
the extent the total of the reinbursenent and expenses paid by the
ot her party do not exceed the maxi mum all owabl e per diemfor the
| ocality. These costs are to be estimated in advance of the travel
and an appropriate reduced per diemestablished. FTR 301-70. 200e

(B) Forner Departnent Enpl oyees. Wen forner
enpl oyees, whether or not currently enployed by the Federal
Governnment, as a result of their enploynent wth the Departnent are
sumoned or requested to provide testinony or to produce records on
behal f of the United States, the former enployees are entitled to
travel and transportation expenses in accordance with (A) above.
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These individuals are not authorized to receive travel advances. Wen
a former enployee, who is not currently enpl oyed by the Federal
Government, i s summoned or requested to provide testinony or to
produce records on behalf of a party other than the United States, the
former enployee is not entitled to any travel or transportation
expenses fromthe Departnent.

(O Current Enployees of O her Federal
Agencies. Any enpl oyee of another Federal agency who is summoned or
assigned to testify or produce official records on behalf of the
United States, is considered to be on official duty and is entitled to
travel and transportation expenses in accordance with (A) above.
Rei mbur senment shoul d, if possible, be nmade through a reinbursable
agreenent wth the individual's enploying agency. Any enpl oyee of
anot her Federal agency who is sumoned or assigned to testify or
produce official records on behalf of a party other than the United
States is considered to be on official duty and is entitled to travel
and transportati on expenses to the extent they are not paid to the
enpl oyee by the court, authority or court which caused hinfher to be
summoned or assigned. Rei nbursenent should, if possible, be nmade
t hrough a reinbursable contract with the individual's enployi ng agency
(See (A) above).

(D) Forner Enployees of O her Agencies. Wen a
former enpl oyee of another Federal agency, who is no |onger enployed
by the Federal Governnent, is summoned or requested to provide
testinony or to produce records on behalf of the United States, the
individual is entitled to travel and transportation expenses in
accordance with (A) above. Wen a forner enpl oyee of another Federal
agency, who is no |onger enployed by the Federal Governnent, is
summoned or requested to testify on behalf of a party other than the
United States, the individual is not entitled to paynent of travel and
transportati on expenses fromthe Departnent.

(E) Non-Federal Enployees. Paynent of travel
expenses for witnesses testifying on behalf of the United States who
are not Federal CGovernnent enployees wll be nmade on a per di em basis,
or on an actual expenses basis, subject to the sane policies,
procedures and rates applicable to current Governnent enpl oyees.
However, to be eligible for reinbursenent, the presiding hearing
officer nust determne that it has been reasonably shown that the
testinony of the witness is substantial, material, and necessary, and
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that an affidavit would not be adequate.

(11) Non-Departnment of Labor Cases. Wen a DOL
enpl oyee i s subpoenaed or assigned to testify (even by a private
party) in an official capacity, the enployee is in an official duty
status and is entitled to rei nbursenent of travel and transportation
expenses to the sanme extent as in DOL cases. |If the testinony is on
behal f of the United States, the Federal agency requiring the
enpl oyee's testinony shall pay the travel and transportati on costs.
Paynment may be acconplished through an interagency agreenent or by
di rect paynment by that agency to the enployee. Wen the enpl oyee
testifies in an official capacity on behalf of a private party, the
enpl oyee may be reinbursed wwth DOL funds. However, if a DOL enpl oyee
receives a travel reinbursenent fromthe party that issued the
subpoena, the nonies nust be given to the Servicing Finance Ofice
(SFO. The witness/enployee will prepare and submt the necessary
voucher with a receipt or statenent of reinbursenent received fromthe
payi ng party. The SFOw Il audit the voucher and assure that the
anmount of reinbursenent nmade by the paying party and retai ned by the
enpl oyee is deducted fromthe traveler's claim If the rei nbursenent
recei ved by the w tness/enpl oyee exceeds that which the Departnent
woul d have paid, the excess nust be submtted to the SFO by a personal
check nade payable to the U S. Departnent of Labor.

c. To the extent the Governnent has received paynent, as
defined in DLM5s 7, Chapter 4-1.2(c) and except as provided in DLMS 7,
Chapter 4-1.7, acceptance of paynent for, and rei nbursenent by an
agency to an enpl oyee (and/or the acconpanyi ng spouse of such enpl oyee
when applicable) are not subject to the maxi numrates or
transportation class of service limtations prescribed in this Chapter
for reinbursable travel expenses.

1-1.3 General Rules.

a. Enployee's bligation.

(1) Prudent Person Rule. An enployee traveling on
of ficial business is expected to exercise the sane care in incurring
expenses that a prudent person would exercise if traveling on personal
busi ness. Excess costs, circuitous routes, delays, or |uxury
accommodati ons and servi ces unnecessary or unjustified in the
performance of official business are not acceptable under this
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standard. Enployees will be responsible for excess costs and any
addi ti onal expenses incurred for personal preference or convenience.
FTR 301-2.3 and FTR 301-2.4

(2) Approved (Firesafe) Accommodation. The policy of
the Governnent, as reflected in the Hotel and Motel Fire Safety Act of
1990 (Pub. L. 101-391, Sept. 25, 1990), referred to as "the Act" in
this paragraph, is to save lives and protect property by pronoting
fire safety in hotels, notels, and all places or public acconmodation
affecting commerce. |In furtherance of the Act's goals, enployees are
strongly encouraged to stay in an approved accomodati on when
comercial lodging is required. Such action wll serve to benefit al
travel ers by influencing the managenent of places of public
accommodation affecting comerce to conply with the Act's fire safety
requi renments and mai ntai n approved accommodati on status. An approved
accommodati on provides certain fire detection and safety devices that
reduce the likelihood of injury to, and protect the |lives of,
travelers. To ensure that travelers stay in an approved facility,
gi ven the best avail able choi ces and/ or obtaining Governnent discount
rates, they are further encouraged to nmake | odgi ng arrangenents
t hrough a Travel Manager Center under contract to the Governnent. FTR
301-11.11

b. Rei nbur sabl e Expenses. Rei nbursenents of travel expense
are confined to those expenses essential to the transaction of
official business identified in this Manual. FTR 301-2.2

C. Definitions.

(1) Agency. Except as otherw se provided in 1-17.2a of
this Chapter, "agency" for purposes of this Chapter, nmeans an
executive agency as defined in 5 U S C 101; a mlitary departnent; an
of fice, agency, or other establishnent in the |egislative branch; and
t he governnent of the District of Colunbia; but does not include a
Governnment -control | ed corporation, a Menber of Congress, or an office
or commttee of either House of Congress or of the two Houses or an
of fice, agency or other establishnent in the judicial branch.

(2) Actual expense. Paynent of authorized actual
expenses incurred, up to the imt prescribed by the Adm nistrator of
GSA or agency, as appropriate. Entitlenent to reinbursenent is
conti ngent upon entitlenent to per diem and is subject to the sane
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definitions and rules governing per diem FTR 300-3.1

(3) Approved Accommbdation. Any place of public |odging
that is listed on the national master |ist of approved accommobdati ons.
The national master |ist of all approved accommbdations is conpil ed,
periodically updated, and published in the Federal Register by the
Federal Enmergency Managenent Adm nistration. Additionally, the
approved accommodation list is available on the U S. Fire
Adm nistration's Internet site at
http://ww. usfa.fenma. gov/ hotel/index. htm
FTR 300-3.1 and FTR 301-11.11

(4) Automated-Teller-Machine (ATM Services. Governnent
contractor-provided ATM services that allow cash withdrawals from
participating ATMs to be charged to a Governnent contractor-issued
charge card. FTR 300-3.1

(5) Common Carrier. Private-sector supplier of air,
rail, or bus transportation. FTR 300-3.1

(6) Conference. A neeting, retreat, sem nar, Synposium
or event that involves attendee travel. The term “conference” al so
applies to training activities that are considered to be conferences
under 5 CFR 410.404. FTR 300-3.1

(7) Continental United States. Continental United
States neans the 48 contiguous States and the District of Col unbia.
The term nmay be abbreviated as CONUS. FTR 300-3.1

(8) Contract Carriers. Contract Carriers are U S,
certificated air carriers which are under contract with the governnent
to furnish Federal enployees and other persons authorized to travel at
Gover nnment expense wi th passenger transportation service. This also
I ncl udes GSA's schedul ed airline passenger service between sel ected
US. cities/airports and between selected U S. and international
cities/airports at reduced fares. FTR 300-3.1

(9) Enployee. As used in this Chapter, "enpl oyee"
means the head of an agency, an agency official, or any other
I ndi vi dual enpl oyed by an agency. This definition also includes an
I ndi vi dual enployed intermttently in Governnment service as an expert
or consultant and paid on a daily when-actually-enpl oyed (WAE) basis
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and an individual serving without pay or at $1 a year (5 U S.C. 5701
(2)) (also referred to as “invitational traveler”). FTR 301-1.2

(10) Enployee with a disability (also see Speci al

needs).

(1) An enpl oyee who has a disability as defined in
paragraph (b) of this definition and is otherw se generally covered
under the Rehabilitation Act of 1973, as anended (29 U S.C 701 -
797Db) .

(ii) "D sability," wth respect to an enpl oyee,
means:

(A) Having a physical or nental inpairnent that
substantially limts one or nore magjor life
activities;

(B) Having a record of such an inpairnent;

(C Being regarded as having such an
| mpai rment; but

(D) Does not include an individual who is
currently engaging in the illegal use of drugs, when the covered
entity acts on the basis of such use.

(ii1) "Physical or nental inpairnment” neans:

(A) Any physiol ogical disorder or condition,
cosnetic disfigurenent, or anatom cal |oss affecting one or nore of
the foll ow ng body systens: neurol ogical, muscul oskel et al ,
speci al sense organ, respiratory (i ncludi ng speech organs),
cardi ovascul ar, reproductive, digestive, genitourinary, hemc and
| ynphatic, skin, and endocrine; or

(B) Any nental or psychol ogi cal disorder;
(e.g., nmental retardation, organic brain syndrone, enotional or nenta
i1l ness, and specific learning disabilities)or

(C The term "physical or nental inpairnent”
i ncludes, but is not limted to, such di seases and conditions as
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cerebral pal sy, epilepsy, nmuscul ar dystrophy, nultiple sclerosis,
cancer, heart disease, diabetes, nental retardation, enotional
I 1l ness, orthopedic, visual, speech and hearing inpairnents.

(tv) "Mjor life activities" nmeans functions such
as caring for oneself, perform ng manual tasks, wal king, seeing,
heari ng, speaking, breathing, |earning, and worKking.

(v) "Has a record of such an inpairnment” neans the
enpl oyee has a history of, or has been classified as having, a nental
or physical inpairnment that substantially limts one or nore ngjor
life activities.

(vi) "ls regarded as having such an inpairnent”
means the enpl oyee has:

(A) A physical or nmental inpairnent that does
not substantially imt major life activities but the inpairnent is
treated by the agency as constituting such a limtation;

(B) A physical or nental inpairnent that
substantially imts major life activities as a result of the
attitudes of others toward such an inpairnent; or

(© None of the inpairnents defined under
"physical or nental inpairnment”, but is treated by the
enpl oyi ng agency as having a substantially limting inpairnent.
FTR 300-3.1

(11) Famly. (see Imediate famly)
(12) Foreign Air Carrier. An air carrier who i s not

hol ding a certificate issued by the United States under 49 U S. C
41102. FTR 300-3.1

(13) Foreign Area Any area, including the Trust
Territories of the Pacific Islands, situated both outside CONUS and
the non-foreign areas. (See also Non-foreign area.) FTR 300-3.1

(14) &overnnent. "Governnment" neans the Governnent of
the United States and Governnent of the District of Col unbia.
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(15) &overnnent Aircraft. Any aircraft owned, |eased,
chartered or rented and operated by an executive agency.
FTR 300-3.1

(16) Governnent-Contract Rental Autonpbile. A
"Gover nnent -contract rental autonobile" is an autonobil e obtained for
short termuse froma comercial firmunder the provisions of an
appropri ate GSA Federal Supply Schedul e contract.

(17) Governnment Contractor-issued Individually Billed
Charge Card. A Governnent contractor-issued charge card used by
aut hori zed individuals to pay for official travel and transportation
rel ated expenses for which the contractor bills the enpl oyee. FTR 300-
3.1

(18) Governnment - Fur ni shed Aut onobile. An autonobile (or
"l'ight truck," as defined in 41 CFR 101-38 including vans and pi ckup
trucks) that is:

(i) Owned by an agency;

(ii) Assigned or dispatched to an agency fromthe
GSA I nteragency Fl eet Managenent System or

(ii1) Leased by the Governnent for a period of 60
days or longer froma comercial source. FTR 300-3.1

(19) &overnnent Furni shed Vehicle. A Governnent -
furni shed autonobile or a Governnent aircraft. FTR 300-3.1

(20) Governnent Transportation Request (GIR) (Standard
Form 1169). A Governnent docunent used to procure common carrier
transportation services. The docunent obligates the Governnent to pay
for transportation services provided. FTR 300-3.1

(21) Imediate Famly. Any of the foll owm ng naned
menbers of the enpl oyee's household at the tine he/she reports for
duty at the new permanent duty station or perforns other authorized
travel involving famly nenbers:

(i) Spouse;
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(ii) Children of the enpl oyee or enployee's spouse
who are unmarried and under 21 years of age or who, regardl ess of age,
are physically or nentally incapable of self-support. (The term
“children" shall include natural offspring;
stepchi | dren; adopted children; grandchildren, |egal mnor
wards or ot her dependent children who are under | egal
guar di anshi p of the enpl oyee or enpl oyee's spouse; and an
unborn child(ren) born and noved after the enpl oyee's
effective date of transfer.);

(1i1) Dependent parents (including step and legally
adopti ve parents) of the enpl oyee or enpl oyee's spouse; and

(iv) Dependent brothers and sisters (including step
and |l egally adoptive brothers and sisters) of the enpl oyee or
enpl oyee' s spouse who are unmarried and under 21 years of age or who,
regardl ess of age, are physically or nentally incapable of self-
support. FTR 301-3.1

(22) Interviewee. As used in this Chapter
"interviewee" neans an individual who is being considered for
enpl oynent by an agency. The individual may currently be a Governnent
enpl oyee. FTR 300-3.1

(23) Invitational Travel. Authorized travel of
I ndi vidual s either not enployed or enployed (under 5 U S. C. 5703)
intermttently in the Governnment service as consultants or experts and
paid on a daily when-actual |l y-enpl oyed basis and for individuals
serving without pay or at $1 a year when they are acting in a capacity
that is directly related to, or in connection with, official
activities of the Governnment. Travel allowances authorized for such
persons are the sane as those nornmally authorized for enployees in
connection with TDY. FTR 300-3.1

(24) Lodgings-Plus Per Diem System The net hod of
conputing per diemallowances for official travel in which the per
di em al |l owance for each travel day is established on the basis of the
actual anmount the traveler pays for |odging, plus an all owance for
nmeal s and incidental expenses (M E), the total of which does not
exceed the applicable maxi numper diemrate for the |ocation
concerned. FTR 300-3.1
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(25) Non-Foreign Area. The States of Al aska and Hawai i,
t he Cormonweal ths of Puerto Rico, Guamand the Northern Mariana
| sl ands, and the territories and possessions of the United States
(excludes the Trust Territories of the Pacific Islands).
FTR 300-3.1

(26) Oficial Station. The official station of an
enpl oyee or invitational traveler is the |ocation of the enployee' s or
I nvitational traveler's permanent work assignnent. The geographic
limts of the official station are:

(i) For an enpl oyee:

(A) The corporate limts of the city or town
where stationed or if not in an incorporated city or town;

(B) The reservation, station, or other
establ i shed area (including established subdivisions of |arge
reservations) having definite boundaries where the enpl oyee is
st ati oned.

(ii) For an invitational traveler:

(A) The corporate limts of the city or town
where the honme or principal place of business exists or if not in an
I ncorporated city or town;

(B) The reservation, station, or other
establ i shed area (including established subdivisions of |arge
reservations) having definite boundaries where the hone or principal
pl ace of business is |ocated. FTR 300-3.1

(27) Per Diem Al l owance. The per diem all owance (al so
referred to as subsistence allowance) is a daily paynent instead of
rei mbursenent for actual expenses for |odging, (excluding taxes—
CONUS only), neals, and related incidental expenses. The per diem
al l owance is separate fromtransportati on expenses and ot her
m scel | aneous expenses. The per diem all owance covers all charges,

I ncl udi ng any service charges where applicable for:

(1) Lodging. Includes expenses for overnight
sleeping facilities, baths, personal use of the room during daytine,
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t el ephone access fee, and service charges for fans, air conditioners,
heaters, and fires furnished in the roomwhen such charges are not
included in the roomrate. Lodging

does not include acconmodations on airplanes, trains, buses, or ships.
Such cost is included in the transportation cost and is not considered
a | odgi ng expense.

(ii) Meals. Expenses for breakfast, |unch, dinner,
and related tips and taxes (specifically excluded are al coholic
beverage and entertai nnent expenses, and any expenses
i ncurred for other persons).

(ii1) Incidental expenses.

(A) Fees and tips given to porters, baggage
carriers, bellhops, hotel maids, stewards or stewardesses and others
on ships, and hotel servants in foreign countries;

(B) Transportation between places of |odging or
busi ness and pl aces where neals are taken, if suitable neals cannot be
obt ai ned at the TDY site;

(C© Miiling cost associated with filing travel
vouchers and paynent of Governnent sponsored charge card billings. FTR
300-3.1

(28) Place of Public Accommobdation. Any inn, hotel, or
ot her establishnent wwthin a State that provides |odging to transient
guests, excl uding:

(1) An establishnment owned by the Federal
Gover nnent ;

(i1) An establishnent treated as an apart nent
bui l ding by State or local |aw or regul ation; or

(ii1) An establishnment containing not nore than 5
roons for rent or hire that is also occupied as a residence by the
proprietor of that establishnment. FTR 301-3.1

(29) Post of Duty. An official station outside CONUS.

FTR 300-3.1
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(30) Privately Owed Aircraft. An aircraft that is
owned or | eased by an enpl oyee for personal use. It is not owned,
| eased, chartered, or rented by a Governnent agency, nor is it rented
or | eased by an enpl oyee for use in carrying out official Governnent
busi ness. FTR 300-3.1

(31) Privately Owmed Autonobile. A car or |ight truck
(i ncluding vans and pi ckup trucks) that is owed or |eased for
personal use by an individual. FTR 300-3.1

(32) Privately Omed Vehicle (POQV). Any vehicle such as
an autonobile, notorcycle, aircraft, or boat operated by an individual
that is not owned or |eased by a Governnent agency, and is not
comercially |leased or rented by an enpl oyee under a Governnent renta
agreenment for use in connection with official Governnent business. FTR
300-3.1

(33) Reduced Per Diem Your agency may authorize a
reduced per diemrate when there are known reductions in | odging and
nmeal costs or when your subsistence costs can be determ ned in advance
and are |lower than the prescribed per diemrate. FTR 300-3.1 and FTR
301-70. 200e

(34) Special Conveyance. Comercially rented or hired
vehicles other than a privately owned vehicle and other than those
owned or under contract to an agency. FTR 300-3.1

(35) Special Needs (also see Enployee with a
Disability). Physical characteristics of a traveler not necessarily
defined under disability. Such physical characteristics could
I nclude, but are not limted to, the weight or height of the traveler.
FTR 300-3.1

(36) Subsistence Expenses. Expenses such as:

(1) Lodging, excluding taxes but including service
char ges;

(ii) Meals, including taxes and tips; and
(1i1) Incidental expenses (see incidental expenses
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under definition of per diemallowance.) FTR 300-3.1

(37) Tenporary duty (TDY) l|location. A place, away from
an enpl oyee's official station, where the enployee is authorized to
travel. FTR 300-3.1

(38) Travel Advance. Prepaynent of estinated travel
expenses paid to an enployee. FTR 300-3.1

(39) _Travel Authorization (Orders). Witten perm ssion
to travel on official business. There are three basic types of travel
aut hori zations (orders):

(i) Unlimted Open. An authorization allow ng an
enpl oyee to travel for any official purpose w thout further
aut hori zati on.

(i1i) Limted Open or called “Blanket” in DOL. An
aut hori zation allow ng an enpl oyee to travel on official business
W t hout further authorization under certain specific conditions, i.e.,
travel to specific geographic area(s) for specific purpose(s), subject
to trip cost ceilings, or for specific periods of tine.

(ti1) Trip-by-trip. An authorization allow ng an
I ndi vi dual or group of individuals to take one or nore specific
of ficial business trips, which nust include specific purpose,
itinerary, and estimated costs. FTR 301-3.1

(40) Travel daim(Voucher). A witten request,
supported by docunentation and recei pts where applicable, for
rei mbursenment of expenses incurred in the performance of official
travel, including Permanent Change of Station (PCS) travel. FTR 300-
3.1

(41) Travel Managenent System (TM5). A systemto
arrange travel services for Federal enployees on official travel,
I ncl udi ng reservation of accomodations and ticketing. A TMS includes
a travel managenent center, comercial ticket office, electronic
travel managenent system or other commerci al nethod of arranging
travel. FTR 300-3.1

(42) United States. Wen used in a geographical sense,
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"United States" neans the 50 States and the District of Col unbia
except as provided in 1-3.6b(1)(iii). The ternms "United States" and
"the 50 States and the District of Colunbia" may be used

I nt er changeabl y.

Subpart B--Official Government Business Travel.

1-1.100 Applicability.

This Subpart applies to enpl oyees as defined in 1-1.3c(2) who
are traveling on official business.

1-1.101 Authorization of Travel.

a. Travel Policy. It is the policy of the Governnent that
agenci es shall authorize only that travel which is necessary to ac-
conplish the purposes of the Governnent effectively and econom cal ly.
FTR 301-2. 4

b. Agency Responsibilities. Agencies nust adm nister the
aut hori zation and paynent of travel expenses so as to limt the
aut hori zation and paynent of travel expenses to travel that is
necessary to acconplish the agency’s mssion in the nost econom cal
and effective manner, in accordance with the rules stated throughout
this Chapter. Consideration should be given, but not [imted, to
budget constraints, adherence to travel policies, and reasonabl eness
of expenses. Agencies should always consider alternatives, including
tel econferencing, prior to authorizing travel. FTR 301-70.1

(1) Except as otherw se provided by law, all travel
shall be either authorized or approved by the head of the agency or an
official to whom such authority has been delegated. Odinarily, a
travel authorization shall be issued before expenses are incurred.
(See 1-1.102b) FTR 301-71.104 and FTR 301-71. 106

(i) The Assistant Secretary for Adm nistration and
Managenent (ASAM has been del egated authority and responsibility for:

(A) Authorizing and Approving Oficial travel;

(B) Authorizing official station transfers,
and aut hori zi ng and approvi ng the expenses of such transfers;
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(© Authorizing advances of funds for travel
and transfers.

(D) Acceptance, under any authority, of
travel -related gifts; and FTR 301-71. 106

(E) Approval of actual subsistence over 150
percent of the rate set by GSA for the travel |ocation.

(ii1) These authorities, except for "D and E", have
been further del egated by the ASAMto DOL Agency Heads, Secretary's
Representatives in the regions (for their own staff), and Regi onal
Adm nistrators - Ofice of the Assistant Secretary for Adm nistration
and Managenent ( OASAM) .

All the authorities, with sone exceptions, may be further del egated by
t he Agency Heads to Authori zing/ Approving O ficials.

Authority to authorize premumtransportation (e.g., business and
first-class) and actual subsistence related to security (Part 14) may
NOT be further del egated by Agency Heads. FTR 301-70.102b(1) Agency
Adm nistrative Oficers and agency Regional Adm nistrators are

del egated authority to approve conferences, neetings, and training
sessi ons which involve travel by 30 or nore enpl oyees. FTR 301-71.106

Adm nistrative Oficers are del egated authority to approve travel on a
Governnent aircraft. FTR 301-71.106

Servicing Finance Oficers are del egated authority to approve cash
purchases of transportation. FTR 301-71.106

It is the Departnent's policy that travel vouchers be paid within 20
wor k days of subm ssion by the traveler to the Approving Oficial. To
achieve this, authority to approve such vouchers shoul d be del egated
to supervisory | evels deened necessary to conply with all the | aws,
regul ati ons, and policies governing travel. Miltiple approval |evels
are not required and should be elimnated. Delegating officials shal
provi de the appropriate Servicing Finance Ofice with a copy of

del egations and changes in the nanes and titles of Authorizingand
Approving Oficials.

(ii1) Some travel -rel ated decisions require
coordi nati on/ concurrence; these are:
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(A) Foreign travel requires concurrence of the
Deputy Under Secretary for International Affairs (ILAB); in sonme cases
| LAB's concurrence i s dependent on White House and/or State Departnent
cl ear ance;

(B) Transportation and subsi stence of
t hreatened | aw enforcenent/investigative enpl oyees require
coordination with the I nspector Ceneral;

(C Acceptance of travel-related gifts
requi res clearance of Departnental Ethics Oficer and external
reporting, coordinated by the ASAM of sone gifts depending on the
aut hority under which they were accepted. FTR 301-71.106

(2) Agency Heads and ot her del egating officials shal
communi cate the Governnent's travel policy to all travel Authorizing
Oficials at all levels within their respective agencies and establish
controls to ensure that only travel that is essential to the purposes
of the Governnment and for acconplishnent of the agency's mssion is
aut hori zed or approved. FTR 301-71.101

(3) Travel Authorizing Oficials shall authorize or
approve only that travel necessary to acconplish the agency mssion in
the nost effective and econom cal manner. Authorizing officials
shoul d be aware of travel plans, including plans to take annual |eave
I n conjunction wth travel, and shall ensure appropriate consideration
of the need for the travel, the use of travel substitutes (i.e., mail,
tel econferencing, etc.), and the nost cost effective routing and neans
of acconplishing travel. Each enployee's travel shall be authorized
separately under specific guidelines provided in 1-1.102. FTR 301-
71.101 and FTR 301-71. 107

(4) It is the policy of the Governnent, as reflected in
the Hotel and Mbtel Fire Safety Act of 1990 (Pub. L. 101-391, Sept.
25, 1990), to save lives and protect property by pronoting fire safety
in hotels, notels, and all places of public accomodation affecting
commerce. In furtherance of these goals, each agency, as defined in
1-1.3(a) of this Chapter, when authorizing travel shall take
appropriate neasures to i nfluence enpl oyees who will procure
commerci al | odgi ng when performng official travel to stay at a
firesafe approved accommodation as defined in 1-1.3(c) of this
Chapter. FTR 301-11.11
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(5) Each Approving Oficial who approves or directs
travel or reviews, certifies or approves reinbursenent of travel
expenses i s expected to exercise due care and econony in all matters
I nvol ving travel. Supervisory officials should al so have a thorough
know edge of the provisions contained wwthin this Chapter and of the
ci rcunstances surrounding the travel of their enployees. They are
responsi ble for ensuring the propriety of travel clains/paynents to be
made by the Governnent, bearing in mnd that exercise of this
responsibility is necessary to control travel expenditures. The
Approving O ficial's signature indicates:

(1) That to the best of the official's know edge,
all the facts set-forth on the voucher are correct;

(ii1) That all clains are nmade in accordance with
this Chapter; and

(ii1) That all expenses are reasonabl e and
necessary for the conduct of Governnent business.

The Approving O ficial shall also review each voucher to ensure that
all expenses were authorized and are all owabl e, that necessary

recei pts support clains on the voucher, and that travel advances for
specific trips are liquidated. The Approving Oficial shall refuse to
approve any voucher on which there are questionable clains and return
t he voucher to the traveler for correction or clarification. (See 1-
11. 6)

Wien a privatel y-owned vehicle (POV) has been used for travel and

rei mbursenent is clainmed on a mleage basis, the Approving Oficial's
signature is certification that the use of a POV was properly directed
and approved. FTR 301-70.102e Wen, for personal reasons, travel iIs
performed by POV instead of common carrier, the Approving Oficia

must assure that per diemis based on the travel tine required by
common carrier and that excess travel tine is charged to | eave.
Approving Oficials are responsible for ensuring that the | evel of
their enpl oyees' travel advance balances is in accordance with 1-10. 3.

(6) Servicing Finance Ofices are responsible for:

(1) Processing travel advance requests and
audi ting and payi ng travel vouchers;
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(ii) Maintaining current records and controls on
travel advances;

(ii1) Conducting reviews every 45 days of
out standi ng travel advance bal ances due fromtravelers and from
enpl oyees being transferred or separat ed;

(iv) Initiating collection action for travel
advances as required by 1-10. 3d;

(v) Informng travelers of pertinent changes to
Departnental travel policies; and

(vi) Processing travel vouchers tinely and pays
I nterest when a voucher is not paid wwthin the required tine period.

(7) The responsibility of the voucher examner is to
ensure that the voucher is properly prepared, according to pertinent
regul ati ons and agency procedures, before being certified for paynent.
The voucher exam ner al so revi ews unused passenger tickets and
transportation refund applications, and initiates the refund process
accordingly. The certifying officer assunes ultimte responsibility
for the propriety and legality of travel vouchers when certifying for
paynment. Therefore, the certifying officer may reject any clai mwhich
Is believed to be inproper. Wen arithnetic errors or obvious
om ssions are discovered, the voucher exam ner revises the anounts on
the travel voucher as required (plus or mnus), pays the undi sputed
anmount of the voucher, and forwards to the travel er an expl anati on of
al | deductions over $10. The voucher exami ner notifies the traveler
on a DL 1-478, Adm nistrative Exception to Travel Caimor an
equi val ent fornf nenorandum e-nail, or fax. Al travel vouchers
i ncluded in the sanple selected pursuant to (8) below, and al
vouchers not included in the statistical sanpling universe are subject
to these procedures.

(8) Statistical sanpling in voucher auditing is a
procedure which relies on the principles of probability to collect
facts about the accuracy and other characteristics of the total
(universe), by conprehensively auditing only a sanple of the universe,
to arrive at a decision representative of all the vouchers in that
uni verse. The purpose of utilizing statistical sanpling in the audit
of vouchers is to expedite voucher processing, reduce the anount of

7-1-20



JUNE 2000 DLMS- 7

tinme and overall costs devoted to auditing and, nost inportantly,
enabl e financial nmanagers to divert available staff resources to other
critical functions of the office. Therefore, all SFOs nmust use
statistical sanpling in auditing travel vouchers in accordance wth

I nstructions issued by the Ofice of the Chief Financial Oficer
(OCFO). Each finance office shall conpile and maintain a file of the
nonthly "Report on Sanpled Travel Vouchers." This report shall be
prepared by the 10th of the nonth follow ng the nonth covered by the
report. Finally, all SFGs are to naintain a nonthly Record of
Statistically Sanpl ed Vouchers. Such reports wll be provided to the
OCFO upon request.

1-1.102 Travel Authorizations.

a. Purpose. The purpose of the travel authorization process
Is to:

(1) Provide the enployee informati on regardi ng what
expenses nmay be pai d;

(2) Provide travel service vendors with necessary
docunentation for the use of travel prograrns;

(3) Provide financial information necessary for
budget ary pl anni ng; and

(4) ldentify the purpose of travel. FTR 301-71.100
b. Authorization Required. GCenerally travelers nust have

witten or electronic authorization by an appropriate Approving
Oficial prior to incurring any travel expense. FTR 301-2.1

c. Advance Authorization. Advance witten or electronic
aut hori zation is always required by an appropriate Authori zing
Oficial for itenms 1 through 4 below FTR 301-71.202 Advance witten
or electronic authorization is required for itens 5 through 15 except
when it is not practicable or possible to obtain such authorization
prior to travel. The agency nay approve a specific authorization for
rei mbursenment of such travel expenses as soon as practical after
travel is conpleted. FTR 301-2.5 and FTR-71. 105
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(1) Use of special lower fares and reduced fares for
group or charter arrangenents; FTR 301-70.102b(2)

(2) Paynment of a reduced rate of per diemfor
subsi st ence expenses; FTR 301-70.200e

(3) Acceptance of paynent from a non-Federal source for
travel expenses (See DLM5S 7, Chapter 4);

(4) Travel expenses related to attendance at a
conference. DOL has received a waiver fromGSA to all ow those DOL
enpl oyees who travel under bl anket authorizations to attend necessary
conferences wthout a specific trip authorization.

(5) Use of prem umclass service on conmon carrier
transportation; FTR 301-70.102b(1)

(6) Al foreign travel except as provided by agency
m ssion and/or use of a foreign air carrier; FTR 301-70.102b(6)

(7) Use of cash to pay for conmmon carrier
transportation;

(8) Use of extra-fare train service;

(9) Travel by ship;

(10) Use of a rental car;

(11) Use of a Governnment aircraft;

(12) Paynment of actual expenses;

(13) Travel expenses related to enmergency travel;

(14) Transportation expenses related to threatened | aw
enforcenent/investigative enpl oyees and nenbers of their inmedi ate
famlies; and

(15) Travel requiring approval of actual subsistence

above 150 percent of the GSA approved rate for the locality.
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d. Authorization Form A travel authorization is the
docunent through which official travel is authorized and approved.
DOL uses form DL 1-33 or the Authorization forn(s)produced by Travel
Manager document processing software. FTR-71.103 Authorizations may
not be signed by the traveler, either as an Authorizi ngor Approving
Oficial.

e. Types and Uses of Travel Authorizations. GCeneral or
bl anket travel authorizations for entire agencies or groups of
enpl oyees shall not be used. To ensure adequate nanagerial and
supervisory attention to the need for all travel, enployee travel
shal | be authorized under one of the follow ng types of travel
aut hori zations: FTR 301-71.108

(1) Unlimted Open (Blanket) Authorization. This type
of authorization allows an enpl oyee to travel for any purpose w thout
further authorization. Unlimted open authorizations shall be issued
to those individuals required to travel frequently to | ocations
t hroughout the United States. DCOL enpl oyees who expect to travel to
| ocations throughout the United States at |least 8 trips a year should
be placed under an unlimted open bl anket authorization.

(2) Limted Qpen (Blanket) Authorization. This type of
aut hori zation allows an enployee to travel w thout further
aut hori zati on under certain specified conditions (i.e., travel wthin
a specific or conbined DOL Region for specific purpose(s), subject to
trip cost ceilings, or for specific periods of tine). Limted blanket
aut hori zations may be provided for enpl oyees whose duties require high
volunme travel. DOL enpl oyees who expect to travel at least 8 trips a
year should be placed under a Iimted open bl anket authorization. On
an exception basis, managers may elect to place certain other
travelers who travel frequently but |less than eight tines a year under
a limted open bl anket authorization. Such authorizations should
i nclude realistic [imtations on purpose(s), geographic area(s),
nunber of trip(s), trip duration, and costs. Authorizing officials
may anmend the bl anket authorization for a specific trip by nmenorandum
Based on circunstance of the trip, the guidance nay address such
topi cs as node of transportation, routing, and | owered rei nbursenent
when | ess costly alternatives are prudent. Unlimted and |Iimted open
(bl anket) authorizations may be used for attendance at conferences,
meetings, or training sessions (see b(1l) bel ow).
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(3) Specific Trip Authorization. This type of
aut hori zation allows an individual or group of individuals (when they
are traveling together on a single trip) to take one or nore specific
trips and shall include the specific purpose, itinerary, and estinated
costs. Travel not covered in an unlimted or |imted bl anket
aut hori zation (see (1) and (2), above) shall be separately authorized
on a trip-by-trip basis. FTR 301-71.102

f. Levels of Approval and Requirenents for Special Purpose
Travel. Due to the relatively high costs associated wth certain
ki nds of travel, such travel shall be authorized only on a
trip-by-trip basis and reviewed at a level of authority sufficient to
provide policy approval. The types of travel covered by this
requirenment are listed in this paragraph. Authorization of travel for
pur poses other than those |isted should be del egated to the | owest
managenent | evel which has responsibility for both program
acconpl i shnment and obligation or commtnent of funds.

(1) Conferences, Meetings, and Training Sessions. DOL
has received a waiver from GSA to all ow enpl oyees who are authorized
to travel regularly under unlimted and Iimted open bl anket travel
aut hori zations to travel to conferences, neetings, and training
sessions w thout the need of a specific trip authorization. Al other
enpl oyees shall be authorized on a trip-by-trip basis. FTR 71-71.106
In addition, the need for conferences and neetings which invol ves
travel by 30 or nore enpl oyees shall be approved in witing by the
agency Adm nistrative Oficer or agency Regional Adm nistrator (See
Part 16 of this Chapter) FTR 301-71.106

(2) Foreign Travel. Overseas and foreign travel for
all enpl oyees shall be authorized on a trip-by-trip basis. In
addition, U S. Government representatives and attendees at
I nternational intergovernnental conferences nust be accredited by the
State Departnent.

(i) General. Travel outside the conterm nous
United States can be divided into two types: non-foreign and foreign.
Non-foreign is defined as travel outside the 48 contiguous States; and
travel in, to and from Al aska, Hawaii, and the trust territories and
possessi ons such as Puerto Rico, the U S Virgin Islands and the
Northern Mariana |Islands. Foreign travel is defined as all travel
outside the United States, its territories and possessi ons (except
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| ocal travel of enployees stationed abroad) and travel to and from
poi nts outside the United States, its territories and possessions.
This distinction is necessary because prior approval and authori zation
of travel to foreign areas are to be obtained through the Bureau of
I nternational Labor Affairs (ILAB) and the Ofice of the Assistant
Secretary for Adm nistration and Managenent (OASAM as descri bed
herein. These policies apply to all DOL Agencies and field offices.
Prior approval nust be obtained regardl ess of whether DOL or other
noni es (public, private, or foreign) are used to fund all or part of
t he associ ated expenses. Specifically, authorization and approval
will be given only after top-level officials are assured that:

(A) The travel assignnent is consistent with
the Departnent's overall prograns, interests, and responsibilities.

(B) An evaluation is nmade of the inpact of the
proposed travel assignnent upon all international prograns of concern
to the United States.

(C The traveler's special abilities or
background will benefit the international or donestic |abor objectives
of the United States.

(D) An evaluation is nmade of the inpact of the
proposed travel assignnent upon any donestic programfor which DOL
Agency Heads, their deputies, and assistants are accountabl e.

(E) The absence of the personnel involved wll
not cause adverse effects on schedul ed donesti c prograns.

(F) AIl other DOL travel policies are
obser ved.

Al'l requests for international travel, excluding routine operating
assignnents involving travel to Canada and Mexi co, nust be routed

t hrough | LAB and the Deputy Under Secretary for International Affairs
for review and approval. Oher DOL officials are responsible for
appropriate scrutiny of proposed itineraries and assi gnnents as
outlined above. Wen the travel assignnent does not neet the

condi tions set-forth above, the Agency Head may present extenuating
ci rcunst ances whi ch woul d require additional considerations.
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(11) Requesting Overseas Travel. The Travel
Aut hori zation, is for use in processing international travel or
overseas assignnents, as well as donestic travel, proposed by all DOL
Agenci es and ot her persons traveling under DOL auspices. The Travel
Aut hori zation is to be processed and approved before nmaki ng any
I nternal or external commtnent for overseas assignnment or
I nternational travel. However, this does not preclude prelimnary
di scussions with interested parties for the purpose of determ ning
general availability for an assignnment. The DOL agency havi ng
responsibility for the proposed international assignment wll
originate the Travel Authorization.

(1i1) Security O earance. The DOL agency who
requests international travel is responsible for obtaining the
necessary security clearances. The Travel Authorization wll be
routed through the Human Resource Center, OASAM when obt ai ni ng
approval on proposed international travel (see Federal Personnel
Manual , Chapter 732, subchapter 4). Before approving the Travel
Aut hori zation or forwarding the Passport Letter of Notification to the
Departnent of State, the Ofice of the Deputy Under Secretary for
I nternational Labor Affairs will verify that security cl earances have
been obt ai ned.

(iv) Routing, Review, and Approval of Request.

(A) Only those international travel requests
which conply with the policies stated above in "1" will be authorized,
approved and forwarded.

(B) Requests for international travel of key
per sonnel (Agency Heads, their deputies, and assistants) wll be
revi ewed, endorsed, and forwarded for clearance to each of the
follow ng officials:

1. DOL Agency Head;

2. Deputy Under Secretary for
I nternational Labor Affairs; and

3. Secretary of Labor.
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(© The Ofice of the Associ ate Deputy Under
Secretary for International Affairs wll prepare and transmt
I nternational travel requests of key DOL staff if Wite House
cl earance and approval are involved.

(D) Requests for international travel of
ot her -t han- key personnel will be reviewed, endorsed, and forwarded to:

1. Enpl oyee's supervi sor
2. DOL Agency Head; and

3. Deputy Under Secretary for
International Affairs.

(E) The appropriate Agency Head wi |l nonitor
and the Deputy Under Secretary for International Affairs will nonitor
and direct international travel as it is perforned.

(F) After conmpleting the review and approval
process, the Ofice of the Deputy Under Secretary for I|nternational
Labor Affairs shall

1. Retain a photocopy of the Travel
Aut hori zati on.

2. Forward (electronically or
ot herwi se)the Travel Authorization to the applicable DO. agency or to
the ILAB office concerned with the travel for further processing.

(v) Passports. QOASAMis responsible for processing
of ficial passports; liaison with the Departnent of State; and
techni cal assistance on general procedures, identification,
i nformation required, photographs, etc. for passports and visas.
OASAM wi I | provide assistance if the traveler has not been issued a
passport or an existing passport has expired and nust be revali dated.
Enpl oyees will be inforned of passport availability after its issuance
or revalidation and held responsi ble for custody of official passports
delivered to them Passports are validated for a ten year period. A
menor andum requesti ng a passport should be sent to OASAMw th the
followng information at | east 4 weeks before travel is to begin:
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(A) Nane, title, and grade of enpl oyee
pl anning to travel;

(B) Countries to be visited and | ength of
st ay;
(C Purpose of travel; and

(D) Conplete nane and the date and pl ace of
birth of each nenber of the famly acconpanying the traveler.

(vi) Visas. OQOASAM shall obtain visas, when
requi red, fromthe appropriate Enbassy or nearest Consul ar office.
The travel er should contact OASAM to determ ne whet her visas are
required for entry into countries to which the enpl oyee will travel
The length of tine required to obtain visas varies wth each Enbassy.
A nmenorandum requesting a visa should be sent to OASAM along with a
val id passport, with the follow ng information:

(A) Enpl oyee's nane and title;
(B) Country to be visited;
(C) Dates of arrival and departure; and

(D) A brief statenent on the purpose of the
trip.

See 1-9.1d for reinbursenent of m scellaneous fees relating to travel
outside the continental United States.

(3) Change of Oficial Station/Relocation. Travel and
related entitlenments for a change of official station or relocation
determned to be in the interest of the Governnent, as provided in
Chapter 2 of DLM5 7, shall be authorized on a nove-by-nove basis
(trip-by-trip authorization). This also includes a new appointee
| ssued authorization for travel to the first duty station.

g. Purpose(s) of Travel. Each travel authorization and the
associ ated travel voucher(s) shall specify clearly the purpose(s) of
the travel. (Wen using Travel Manager docunent processing software,
the trip purpose is recorded on the travel authorization. The trip
purpose is recorded in the conmments section when Travel Manager is
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used to prepare a voucher.) To establish uniformty in the way that
travel purposes are identified on the travel authorization and travel
voucher, agencies shall use the foll ow ng purpose categories:

(1) Site Visit. Travel to a particular site in order to
personal | y perform operational or managerial activities (e.g., to
oversee programactivities, grant operations, or managenent activities
for internal control purposes; carry out an audit, inspection, or
repair activity; conduct negotiations; provide instructions or provide
t echni cal assi stance).

(2) Information Meeting. Travel to attend a neeting to
di scuss general agency operations, review status reports, or discuss
topics of general interest. |If a site visit was conducted as part of
the sane trip, consider the entire trip to be for the purpose of a
site visit.

(3) Training Attendance. Travel to receive training.

(4) Speech or Presentation. Travel to nmake a speech or
a presentation, deliver a paper, or otherw se take part in a fornal
program ot her than a training course.

(5) Conference Attendance. Travel to attend a
conference, convention, sem nar, or synposiumfor purposes of
observation or education only, with no formal role in the proceedings.

(6) Relocation. Travel perforned in connection wth a
transfer fromone official duty station to another (sane as a perna-
nent change of station or PCS nove). This includes new appoi ntees
when they are first authorized rel ocation all owances for reporting to
their final duty station.

(7) Entitlenent Travel. Travel entitlenments for which
an enpl oyee (or dependent) nmay be eligible while serving at a duty
station outside the continental United States; e.g., tour renewal
agreenent travel (for the purpose of taking | eave between tours of
duty) and educational travel. (This type of travel is normally
perfornmed in connection with a travel entitlenent resulting froma
change of station assignnment or renewal of a tour of duty at duty
stations |ocated outside the continental United States.)

7-1-29



JUNE 2000 DLMS- 7

(8) Special Mssion Travel. Travel to carry out a
speci al agency mssion; e.g., provide security to a person or a
shi pnment (such as a diplomatic pouch), nove w tnesses fromresidence
to other | ocations, and travel by Federal beneficiaries and other
nonenpl oyees.

(9) O her Travel Purposes. Al travel perforned for
pur poses which are not included in one of the other |listed categories
(i.e., travel perfornmed by enpl oyee organi zation representatives in
accordance with their negotiated collective bargai ning agreenent.)
Even though stated as "other travel purposes,” the travel
aut hori zation and voucher should also detail a specific purpose.
Because DOL is required to provide annual expenditure information by
trip purpose to GSA, Agencies nmay add additional trip purposes only
when the added trip purpose can be identified as a subset and within
one of the above trip purposes.

h. Cost Estimates. Travel authorizations shall include
estimates of the cost of the travel. Both unlimted and Iimted open
aut hori zations shall also include an estinmate of the travel costs to
be incurred over the period covered by the authorization. Agencies
shal |l use these estimates to obligate the funds necessary to carry out
that particular travel to inprove travel budgetary controls. (See Part
1-10 for provisions covering enployee source of funds and travel
advances.)

1-1.103 Instructions/Guidelines for Travelers.

a. Traveler's Potential Liability Notice. Travelers are
accountable for all transportation tickets received by themin
connection with their official travel. Agencies shall provide witten
I nstructions to the traveler at the tinme an authorization is issued
advi sing of an agency adm nistrative procedure for the control of an
accountability for passenger transportation docunents. If trips are
canceled or itineraries changed after tickets are issued to the
traveler, the traveler is liable for the value of the tickets issued
until all ticket coupons have been used for official travel purposes
or all unused tickets or coupons are properly accounted for on the
travel voucher. (See also 1-11.5c(1).) A statenent to this effect
shal |l be incorporated on the travel authorization, or issued as a
"Notice to Traveler" and attached to the ticket when issued to the
traveler. (See 1-3.5 for further provisions regardi ng unused
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passenger transportation docunents.) (FTR 301-72.101 and FTR 301-
51.103)

b. Pronotional Materials Received in Connection with
Oficial Travel from Common Carriers, Rental Car Conpanies, or & her
Commerci al Source. Enployees are obligated to account for any gift,
gratuity, or benefit received fromprivate sources incident to the
performance of official business (Conp. Gen. Decision B-199656, July
15, 1981). Al pronotional materials (e.g., bonus flights, reduced-
fare coupons, cash, free passenger tickets, nerchandise, gifts, and
credits toward future free or reduced costs of services or goods)
recei ved by enpl oyees in connection wwth official travel, or other
services such as car rentals, are due the Governnent and may not be
retai ned by the enployee. Wen an enpl oyee recei ves pronotional
material fromany commercial source incident to official travel, the
enpl oyee shall accept the material on behalf of the Federal Governnent
and relinquish it to the appropriate admnistrative office. The
adm ni strative office shall forward all pronotional itens to its
Servicing Finance Ofice for disposal. The Conptroller Ceneral’s
deci si on B-220542 dated Novenber 16, 1987, ruled that wi th agency
approval enployees nmay retain such pronotional itens as free upgrade
of service to first class (agencies may require specific approval),
menbership in clubs, and check-cashing privileges. In this
connection, enployees are also allowed to retain pronotional nateri al
such as pens, pencils, note pads, calendars, and other itens of
nom nal intrinsic value. Supervisors have the responsibility to
nonitor these progranms to ensure that travelers account for al
rebat es, discounts, or bonus tickets earned while on official
busi ness. The governi ng regul ati ons regardi ng agency di sposition of
pronotional material received by Federal enployees are prescribed by
the Adm nistrator of General Services in 41 CFR 101-25.103-2 (See
paragraph "f" of this section for redenption of frequent traveler
benefits.) FTR 301-53.1 Bonus tickets are to be used only for
of ficial business as directed by the Approving Oficial. DOL agencies
are encouraged to establish gain sharing awards for enpl oyees who
convert frequent flyer coupons into tickets. Contact the OCFO for
further informtion.

C. Deni ed Boardi ng Conpensation. Travelers are instructed
to turn into the agency any cash or other paynents received from
carriers for failure to provide confirned reserved space as provided
in 1-3.5.
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d. Billing Information for Ticket Exchanges (tickets
purchased through a Travel ©Managenent Center and paid for directly by
the governnent). Wen a travel er exchanges a ticket for one of |esser
value, the carrier should issue a receipt or a ticket refund
application and is required to make refund directly to the appropriate
agency billing office. To facilitate this refund procedure, agencies
shall provide travelers with a "bill charges to" address by attaching
a copy of the docunment containing this information to either the
ticket or travel authorization as provided in 41 CFR 101-41. 210- 1.
(See also 1-3.5c.)

e. Use of Travel Agencies. The services of a travel agent
may be used to obtain passenger transportation services within, from
or between the United States and its possessions only under the
conditions specified in 1-3.4b(2), or when the travel agent is
provi ding services to the Governnment under a contractual arrangenent
with the GSA
FTR 301.50.1

f. Fr equent Travel er Prograns.

(1) Frequent traveler benefits earned in connection
with official travel, such as mleage credits, points, etc., may be
used only for official travel. Enployees may not retain and use such
benefits for personal travel. Since the Conptroller General has ruled
that a frequent traveler benefit is the property of the Governnent if
any part of it is earned through official travel, enployees should
mai ntai n separate frequent travel er accounts for official and personal
travel.

(2) Empl oyees who travel frequently are encouraged to
participate in various frequent traveler prograns offered by airlines,
hotel s, and car rental vendors. Enployees may be rei nbursed for the
cost to enter certain frequent travel er prograns when entering the
programis expected to result in a savings to the Governnent. Re-
| mbursenent for the cost to enter the program may not exceed the
expected anount of the savings. FTR 301-53.2 and FTR 301-53. 3)

(3) To the maxi mum extent practicable, overall travel
costs shoul d be reduced by using benefits earned through frequent
traveler prograns to obtain free airline tickets, roons, and rental
vehicles. FTR 301-53.4
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(4) Use of mandatory or preferred vendors, such as
contract air and rail carriers, |owest cost car rental conpanies,
etc., shall be observed fully w thout regard to whether such vendors
of fer frequent traveler prograns. No deviations from mandatory or
preferred use requirenents will be permtted solely for the purpose of
accunul ati ng frequent travel er benefits.

(5 DOL travelers may use frequent travel benefits
earned on official travel to upgrade transportation class of service,
unl ess restricted by the agency’s Adm nistrative Oficer. The
restrictive requirenents for first-class or premumother than first
class airline accommobdati ons nust be nmet notw t hstandi ng the
availability of frequent flyer benefits. (See 1-3.3d(5)(vii) for
upgrades to premumclass other than first-class accommodations.) FTR
301-53.5

(6) When an agency participates in a nmandatory travel
managenent program the traveler may not select a travel service
provi der based on whether it provides frequent travel credits. The
travel er nust use the travel nanagenent program for which the agency
I's a mandatory user, including contract passenger transportation
servi ce when such prograns are available. FTR 301-53.6

(7) Wien a travel er accunul ates both personal and
official frequent traveler credits froma single travel service
provi der, the travel er shoul d establish separate accounts for personal
and official use. |If the traveler cannot establish separate frequent
travel er accounts, the traveler nust be able to account for every
credit and debit in the traveler’s frequent travel er account, and
submt an accounting to the agency upon request. The accounting nust
speci fy:

(i) The date and anmount of all credits received for
both personal and official travel, including credits (e.g., credits
froma travel service vendor credit card).

(ii1) The date and anpbunt of any debit to the
account for both personal and official travel. FTR 301-53.8

(8) The traveler is liable for inproper use of frequent
travel er benefits. The traveler nmay be subject to:
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(i) Disciplinary action by your agency, which may
I ncl ude repaynent of the cost of the ticket; and

(i) Cimnal sanctions, including a fine and/or
I mprisonnent. FTR 301-53.9

(9) There are instances when the travel er may nake
personal use of benefits furnished by a travel service provider. The
travel er may use benefits (e.g., free neals, check-cashing privileges,
or nmenberships in executive clubs) only if:

(i) The Governnent cannot use the benefit;

(ii) To receive the imedi ate benefit, the traveler
does not forfeit a future benefit the Governnent could use; and

(i1i1) The benefit cannot be redeened for cash
val ue. FTR 301-53.10

1-1.104 Scheduling Travel.

a. Travel During Duty Hours. DOL Agencies and Authori zing
Oficials wll ensure that Tenporary Duty (TDY) travel by enpl oyees
will be perfornmed during their normal duty hours. This policy is in
effect wwth respect to TDY assignnents, neetings, conferences,
semnars, audits, training sessions, etc. Therefore, official travel
will be scheduled within the regular adm nistrative workweek to all ow
| ate Monday norning arrivals and early departures on the |ast day of
TDY, unl ess:

(1) Factors beyond DOL control or beyond the control of
a group of Federal agencies acting in concert or participating wth
one another in an activity of nmutual concern and requiring the travel
woul d preclude or cause unreasonabl e delays in the conpletion of the
travel assignnment if all travel were perfornmed wthin the workweek.
In the event such factors are involved in directing TDY travel, the
Approving O ficial wll, upon request by the affected enpl oyee,
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provide the enployee with a witten explanation of the reasons for
ordering the travel

(2) Scheduling of travel by common carrier during
normal duty hours causes an unreasonabl e delay in the commencenent or
conpl etion of the TDY assignnent (i.e., common carrier departs 30
m nutes before normal duty hours and next schedul ed departure is not
until one or two hours after normal duty hours begin, or common
carrier arrives at the official duty station 45 m nutes after nornal
duty hours and taking a different flight would involve extending the
| engt h of the assignnent).

(3) The enpl oyee selects, for acceptabl e personal
reasons, a node of travel which is nore tine-consum ng than an
avail able alternative. Al or part of such travel will be schedul ed
out si de the workweek as necessary for efficient conpletion of
assi gnnents.

Enpl oyees who find it necessary to report at a TDY |location early on a
Monday norning shall schedule their travel for a | ate but not
I nconveni ent Sunday departure.

(4) If the enployee chooses to depart on Friday in
order to travel during his/her regular duty hours, per diemwl| be
limted to that which would be payable for a Sunday departure. This
policy is in agreenent wwth 46 Conp. Gen. 427 and B-180084 and B-
183174 (both dated August 1, 1977). Additionally, when an enpl oyee
departs on a Friday as a nmatter of personal choice and w thout
supervi sory approval, the enpl oyee nay be assessed annual |eave due to
hi s absence fromregularly schedul ed work (Conp. Gen. B-224231, July
8, 1987).

b. Travel Qutside Duty Hours. Enployees may schedul e their
travel outside the workweek provided the travel does not del ay
performance of assignnents. Approving officials and voucher exam ners
shall review travel to ensure there is no additional cost to the
Gover nnment caused by such schedul i ng.

c. Travel Affected by Personal Reasons. Rei nbursenent of
travel expenses to enpl oyees who extend travel schedul es for personal
reasons wWll be limted to the cost had they travel ed by the node of
transportation authorized over the usually travel ed route.
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d. Overtine Pay in Travel Status. Entitlenent to
rei mbursenent for travel expenses under the Federal Travel Regul ations
(FTR) and this Chapter does not automatically confer entitlenent to
pay for tinme spent traveling. Pay for hours of work, including tine
spent in travel status, is governed by (1) Title 5 United States
Code, which covers all Federal enployees, and (2) the Fair Labor
St andards Act (FLSA), which covers Federal enpl oyees not exenpted from
its (FLSA) provisions. Tinme spent in travel status during regul ar
duty hours is conpensabl e under both laws. Additionally, both |aws
provide for overtine pay when work is perfornmed while the enpl oyee is
traveling. However, the definition of work perfornmed while traveling
outside regular duty hours is different under each |aw. The
definition under Title 5 United States Code, (as interpreted by the
Comptroller General) is the nore stringent. Furthernore, the two | aws
use different criteria to define hours of work and to conpute overtine
hours and pay. Therefore, when a nonexenpt enployee (i.e., an
enpl oyee covered by the FLSA) travels outside regular duty hours,
hi s/ her entitlenment to overtine pay nust be determ ned and conputed
under both |aws. The nonexenpt enployee is entitled to conpensation
under the | aw which provides the greater benefit. Supervisors and
managers should consult with their Servicing Personnel Ofices
concerning the application of the provisions of Title 5 or the FLSA
both generally or in specific situations.

1-1.105 Payment of Expenses Connected with Official Travel.

a. Policy. Enployees who travel on Oficial Governnent
busi ness are required to use a Governnent contractor-issued travel
charge card for all official travel expenses unless the traveler or
class of travel ers has been granted an exception, a class of expenses
has been exenpted, or a vendor does not accept the travel charge card.
FTR 301-51.1 and FTR 301-70. 700

Enpl oyees who require a travel advance before engaging in official
travel are expected to use the ATMfeature of the charge card program
to obtain the advance whenever possi bl e.

Enpl oyees nmay not use a Governnent contractor-issued travel charge
card for purposes other than those associated with official travel.

| nproper use may result in disciplinary action. FTR 301-51.6, FTR 301-
51. 7, FTR 301-70. 706, and FTR 301-70. 707
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b. Exceptions.

(1) Oficial and rei nbursabl e expenses incurred at a
vendor that does not accept the governnent contractor-issued travel
charge card. FTR 301-51.1 and FTR 301-70. 700

(2) dasses of exenpted expenses include:

(1) Laundry/dry cl eaning;

(i) Parking;

(ii1) Local Transportation;

(iv) Taxi;

(v) Tips;

(vi) Meals (when use of the card is inpractical
e.g., group neals where individual checks are not provided or where

the Governnent contractor-issued card is not accepted.);

(vii) Phone calls (when a Governnent calling card
Is available to the traveler.);and

(viti) Any other exenption properly granted. FTR
301-51.2, FTR 301-51.3, and FTR 301-70. 704

(3) Exenpted Enpl oyees are those who do not have a
governnment contractor-issued travel charge card. |Included are:

(1) Enpl oyees who have an application pending for
the travel charge card,;

(ii1) Enployees who are not expected to travel nore
than two tinmes during a year. Wen travel frequency expectations for
such enpl oyees increase to nore than two tines a year, a charge card
nmust be issued as soon as practical;

(1i1) Enployees whose governnent contractor-issued
travel charge card has been cancel ed by the contractor;
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(1v) New appoi ntees and individuals traveling on
I nvitational travel orders; or

(v) Enpl oyees who have ot herw se been exenpted by
the Adm nistrator of General Services or the Assistant Secretary for
Adm ni stration and Managenent for DOL. FTR 301-51.2, FTR 301-51.3, FTR
301-70. 700, and FTR 301-70. 704

c. Authority to Grant Exceptions. The follow ng nmay grant an
exception:

(1) The Adm nistrator of the General Services
Adm ni stration;

(2) The Assistant Secretary for Adm nistration and
Managenent for exenptions for classes of enployees (e.g. undercover
agents), classes of expenses (e.g. laundry/dry cleaning)and | ong-term
exenptions for specific enployees; or
FTR 301-51.3 and FTR 301-70. 701

(3) Authorizing and Approving Oficials for exceptions
on a case-by-case basis or ratify an inadvertent non-use error except
for procurenent of common carrier transportation. (See 1-10.2.)

d. Reasons for an Exenption. Exenptions nmay be granted when
it is in the best interest of the United States to do so, when paynent
through a travel card is inpracticable or inposes unreasonabl e burdens
or costs on an enpl oyee or when an exenption is determned to be
necessary in the interest of DOL. FTR 301-70.701 Enpl oyee
conveni ence, frequent flyer benefits, or dislike for credit cards are
not good and sufficient reasons.

e. Exenption Process. To request a class exenption or a |ong-
term exenption for an enpl oyee, a nenorandumw || be prepared by the
enpl oyee or supervisor, approved and countersigned by the agency
Adm nistrative Oficer (or Regional Agency Head), and forwarded to the
Assi stant Secretary for Adm nistration and Managenent. Requests and
approval s nust be granted prior to the comencenent of official
travel .

f. Exenption Notification. The Assistant Secretary for
Adm ni strati on and Managenent nust notify the Adm nistrator of the
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CGeneral Services Admnistration in witing within 30 days after
granting an exenption and informthe Adm nistrator of the reason(s)
for granting the exenption. FTR 301-70.702

g. Charge Card Usage. Approving Oficials, when checking
recei pts for common carrier transportation, |odging, and all other
cl ai med expenditures of $75.00 or nore, will ensure that the
Governnent contractor-issued charge card had been used to incur such
travel expenses. Enpl oyees, while expected to use a Gover nnent
contractor-issued charge card for all covered expenses, are not
required to provide proof of card use for expenditures bel ow $75. 00.

h. Exenpted Use of the Charge Card. Exenpted use of the
charge card does not prevent the enployee fromusing the charge card
on a voluntary basis. FTR 301-51.4 and FTR 301-70-703
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Subpart C--Pre-Employment Interview Travel

1-1.200 Applicability.

a. Individuals Covered. This Subpart is applicable to
I nterviewees as determned in 1-1.3c(3). FTR 301-75.1

b. Policy. Unless otherw se stated, the all owances
established in this Subpart for interviewes are anal ogous to those
avai |l abl e to Federal enployees traveling on official Governnent
busi ness. However, an agency is not required to offer all all owances
to each interviewe. (See 1-1.203a(2).)

1-1.201 Authorization of Travel.

a. Authorization for Paynent. Agencies, upon the
determ nation in each case by the responsible agency official (see DLS
Menor andum 572-1), may pay all owabl e pre-enpl oynent interview travel
expenses (as defined in 1-1.203 of this Chapter) for individuals
determ ned eligi ble under paragraph "b" of this section and when it is
determned that it is in the best interest of the Governnent to do so.
However, pre-enploynent travel expenses may not be authorized to
of fset or defray other expenses not allowable. FTR 301-75.1b and FTR
301-72.2

b. Eligibility Determ nation. Based on guidelines issued by
the Ofice of Personnel Managenent (OPM at 5 CFR Part 572, the
Departnent has established criteria (see DLS Menorandum 572-1) for
determ ni ng which applicants will qualify for the paynent of pre--
enpl oynent interview travel expenses as follows:

(1) Prospective Enpl oyees.

(1) Excepted Positions. Wen the responsibility
for determning the qualifications of applicants is vested in the
Departnent, applicants nmay be paid necessary travel expenses incident
to such determnation. The exception to this is applicants who
recei ve an excepted appoi nt nent under the Indian Preference Act for a
posi tion which would otherwise be in the conpetitive service; in this
case, the rules under "ii" below apply to the position.
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(ii) Conpetitive Positions. |If OPMcertifies that
a conpetitive position is of such a high Ievel or has such peculiar
characteristics that the Departnent can nore effectively determ ne
through interviews certain factors of the selectee's suitability, or
I f the Departnent inposes additional adm nistrative requirenents for
the position, the enploying agency may rei nburse prospective enpl oyees
for travel expenses incurred in traveling to and fromthe place of the
I ntervi ew.

(iii) Senior Executive Service (SES) Candidates.
Enpl oyi ng agenci es may pay candi dates for SES positions travel
expenses incurred incident to pre-enploynent interviews, if the agency
requested the interview

(2) Current Departnent Enpl oyees. Departnent enpl oyees
who are requested to travel for an interview for another position
within the Departnent are considered to be on official duty and are
therefore entitled to travel and transportati on expenses. FTR 301-

75. 3a

1-1.202 Responsibilities for Pre-Employment Interview Travel.

a. Agency Responsibilities.

(1) CGeneral Rule. Agencies shall adhere to the general
travel authorization policies and practices contained in Subpart B of
this Part. FTR 301-71.108

(2) Limtations on Type of Authorization.
Pre-enpl oynent interview travel nmay be authorized only on a
trip-by-trip basis. Limted or unlimted open authorizations shal
not be used for pre-enploynent interviewtravel.

(3) Responsibility of Agencies to Informlntervi ewees of
Governnent Travel Policies and Assist with Transportation
Arr angenents.

(1) Agencies shall communi cate the Governnent
travel rules and procedures to interviewes. FTR 301-75.4e

(i1) Agencies should ensure the intervi ewee
under st ands how travel reinmbursenents are cal cul ated. FTR 301-75. 4e
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(1i1) Agencies also should provide assistance to
the interviewee in the preparation of travel vouchers. FTR 301-75. 4d

(iv) When agencies authorize an interviewe to use
common carrier transportation to perform pre-enploynent interview,
they nust provide the interviewee with one of the follow ng:

(A) A common carrier ticket;

(B) A point of contact within the travel
managenent center to arrange the common carrier transportation. In
this instance, Agencies nust notify the travel managenent center that
the interviewee is authorized to receive a ticket for the trip;

(O Witten instructions explaining your
procedures and the liability of the interviewee for controlling and
accounting for passenger transportation docunents, if common carrier
transportation is required as described in 1-1.202b(4)

(D) Acredit/refund address for any common
carrier transportation provided for unused Governnent furnished
tickets as provided in 41 CFR 101-41.210. FTR 301-75.3 and FTR 301-
75. 202

(v) Informthe interviewee that:

(A) The interviewee is responsible for
excess cost and any additional expenses incurred for personal
pref erence or conveni ence;

(B) The Government will not pay for
excess costs resulting fromcircuitous routes, delays, or |uxury
accommodati ons or services unnecessary or unjustified in the
performance of official business;

(C The interviewee may be subjected
to crimnal penalties if knowingly the interviewe presents a fal se,
fictitious, or fraudulent travel claim18 U. S.C. 287 and 1001. FTR
301-75.4

(D) Maintain Receipts (See 1-1.205b.)
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(4) Limtations on the Ability of Agencies to Authorize
Pre-enpl oynent Travel Expenses to Defray Unauthorized Rel ocation
Expenses. Agencies shall not authorize pre-enploynent interview
travel expense reinbursenent for the purpose of hel ping defray
rel ocati on expenses that are not allowable for a new appoi ntee under
2-1.10. For exanple, an agency nmay not pay pre-enploynent travel
expenses under this Subpart so that an intervi ewee/ new appoi ntee may
| ook for a house at his/her prospective first duty station.

(5 Fire Safety Responsibilities. Agencies should
encourage an interviewee for his/her safety to stay in an approved
accommodation while performng interview travel, and shall provide the
interviewee with a |ist of approved acconmodations in the interview
area. FTR 301-75. 4a

b. | ntervi ewee Responsibilities.

(1) General Rule. The interviewee is expected to
exerci se the sane care in incurring expenses that a prudent person
woul d exercise if traveling on personal business.

(2) Use of Travel Agencies. Tickets should be provided
by the interview ng agency. However, the interview ng agency may
authorize the interviewee to obtain tickets directly froma trave
managenent center under contract to the Governnent.

(3) Use of Contract Carriers. Interviewees may use the
Governnment's city pair contracts with airlines and Amtrak and are
bound by rules outlined in 1-2.2c and d(1)(ii)(A).

(4) Interviewee's Potential Liability Notice. The
i nterviewee is accountable for all transportation tickets issued for
use in performng pre-enploynent interviewtravel. Agencies shal
provide witten instructions to the interviewe at the tine an
aut horization is issued explaining agency adm ni strative procedures
for controlling and accounting for passenger transportation docunents.
If the interviewtrip is canceled or reschedul ed after tickets are
I ssued to the interviewee, the interviewee is liable for the val ue of
the tickets issued until all ticket coupons have been used for
pre-enpl oynent interview travel or all unused tickets or coupons have
been properly accounted for on the travel voucher. A statenent to
this effect shall be incorporated on the travel authorization, or
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I ssued as a "Notice to Traveler" and attached to the ticket when
I ssued to the interviewee. The interviewee and the interview ng
agency shall be bound by the same rules that apply to enpl oyee
travel ers and agencies in 1-3.5. FTR 301-75.103d

(5) Billing Information for Ticket Exchanges. When an
I ntervi ewee exchanges a ticket for one of |esser value, the carrier
shoul d issue a receipt or a ticket refund application and is required
to make refund directly to the appropriate agency billing office. To
facilitate this refund procedure, agencies should provide interviewes
with a "bill charges to" address by attaching a copy of the docunent
containing this information to either the ticket or travel
aut hori zation as provided in 41 CFR 101-41.210-1. FTR 301-72.300c Wen
an intervi ewee exchanges a ticket for one of greater value, the
I nterviewee nust be infornmed that the difference nust be paid using
personal funds. FTR 301-75.202 and FTR 301-75. 4b

1-1.203 Allowable Reimbursements.

a. Al owabl e Expenses.

(1) An agency, as determ ned by the responsi bl e agency
official (see DLS Menorandum 572-1), may pay to or on behal f of an
I ntervi ewee the sane travel expenses to which a Governnent enpl oyee
traveling on official business would be entitled, with the exception
of those expenses listed in paragraph "b" of this section. Allowable
expenses are subject to the limtations applicable to a Gover nnent
enpl oyee traveling on official business. FTR 301-75.3c and FTR 301-
75.101

(2) An agency nmay pay all or part of pre-enploynent
travel expenses. However, an agency that elects to pay only
subsi stence or only common carrier transportation costs nust pay the
full amount to which a Governnent enpl oyee would be entitled for those
expenses authorized. Paying less than the full reinbursenent for
common carrier tickets could nmake the interviewee ineligible for
Government city-pair discounts. FTR 301-75. 100

b. Unallowabl e Expenses. An agency shall not pay expenses

for:
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(1) Use of communication services as defined in Chapter
1, Part 6, for purposes other than communication directly related to
travel arrangenents for the Governnent interview

(2) Hre of a roomas defined in 1-9.1b. FTR 301-75. 204

1-1.204 Sources of Funds.

a. Paynent of Travel Expenses.

(1) Transportation Expenses by Common Carrier, O her
Than Local Transportation. Interviewee transportation by common
carrier, other than local transportation, shall be paid through a
centrally billed account by the TMC as provided in 1-15.45. Common
carrier transportation includes air, bus, and rail. FTR 301-75.200

(2) O her Authorized Expenses. Al other authorized
expenses shall be paid by the interviewee. The agency shall reinburse
the interviewee for allowable travel expenses upon subm ssion and
approval of a travel voucher. FTR 301-75.200

b. Unall owabl e Sources.

(1) <overnnent Contractor-1ssued Individual Enployee
Charge Cards. Individual enployee charge cards (see 1-15.44) may not
be used for pre-enploynent interviewtravel. However, centrally
billed accounts (see 1-15.45) nmay be used to pay the interviewe's
al | owabl e transportati on expenses. FTR 301-75.200 and FTR 301-75. 201

(2) Travel Advances. An interviewee shall not be issued
a travel advance. FTR 301-75. 203

(3) Travelers Checks. Governnent contractor issued
travel ers checks (see 1-15.46) nmay not be used for pre-enploynment
interview travel. FTR 301-75. 204

1-1.205 Claims for Reimbursement.

a. Fraudulent dains. A claimagainst the United States is
forfeited if the claimant attenpts to defraud the Governnent in
connection therewwth (28 U S. C 2514). In addition, there are two
crimnal provisions under which severe penalties may be inposed on a
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travel er who knowi ngly presents a false, fictitious, or fraudul ent
claimagainst the United States (18 U S. C. 287 and 1001). The travel er
may be subject under 18 U S. C. 287 and 1001 to a fine of not nore than
$10, 000, and/or inprisonnent for not nore than 5 years. (A so see 1-
11.1) FTR 301-52.12

b. Maintenance of Receipts and Records. Al interviewees
aut hori zed to travel should keep a record of expenditures properly
chargeable to the Governnment. Although receipt requirenments vary with
the nethod of reinbursenent, it would be prudent for interviewes to
retain all receipts until reinbursenent clains are settled. The
agency should alert the interviewee to such requirenents. FTR 301-
52.13

c. Preparation and Subm ssion of Travel Vouchers.

(1) In order to be reinbursed for authorized trave
expenses, the interviewee nust file a travel voucher. |If the
I ntervi ewee does not wi sh to receive reinbursenent, a voucher need not
be submtted. FTR 301-75.205 and FTR 301-52. 1 Agenci es shoul d assi st
I n the voucher preparation and subm ssion process. Travel voucher
forms may be typed or handwitten in ink. Only the original travel
voucher nust be signed by the interviewe. FTR 301-71.207

(2) I'n submtting travel vouchers, interviewees are to
foll ow the same adm nistrative procedures as those provided in 1-11.4.
FTR 301-52.2

d. Review of Travel Vouchers of Interviewees. Agencies
shall review the travel vouchers of interviewees in the sanme manner as
they review the travel vouchers of Governnent enpl oyees on offici al
busi ness travel as provided in Chapter 1, Part 11. FTR 301.71. 200
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CHAPTER 1. GENERAL TRAVEL REGULATI ONS

PART 2. TRANSPORTATION ALLOWABLE

1-2.1 Expenses Payable as Transportation.

Transportation expenses which the Governnent may pay either
directly or through rei nbursenent include expenses set-forth in Parts
1-2 through 1-6. FTR 301-10.1 and FTR 301-10.2

1-2.2 Methods of Transportation.

a. Authorized Methods. Methods of transportation authorized
for official travel include railroads, airlines, helicopter service,
shi ps, buses, streetcars, subways, local transit system (i.e., common
carrier transportation) and taxicabs; POV, Governnent-furnished and
contract rental autonobile and airplanes; courtesy transportation; and
any ot her necessary neans of conveyance. FTR 301-10.3 and FTR 301-

10. 100

b. Selecting Method of Transportation to Be Used.
Aut hori zed and rei nbursed official business travel shall be by the
nmet hod of transportation which will result in the greatest advantage
to the Governnent, cost and other factors considered, such as, travel
by the nost expeditious neans. |n selecting a particular nethod of
transportation to be used, consideration shall be given by the
Aut horizing Oficial, to the urgency of the particular travel, the
accessibility and availability of public transportation, energy
conservation, and the total cost to the Governnent, including costs of
per diem overtinme, |ost worktine, and actual transportation costs
(i.e., round-trip costs for use of taxicab versus m |l eage and parking
costs for the use of a POV and any other circunstances the Approving
Oficial deenms relevant. FTR 301-70.102a Additional factors to be
considered are the total distance of travel, the nunber of points
visited, and the nunber of travelers. As stated in 5 U S C 5733,
"travel of an enployee shall be by the nost expeditious neans of
transportation practicable and shall be conmmensurate with the nature
and purpose of the duties of the enployee requiring such travel." and
FTR 301-10.4, FTR 301-10.100, FTR 301-70.100, and FTR 301-70.10l1a and
FTR 301-72.1 Privatel y-owned conveyances nay be used for official
travel when managenent concludes their use is advantageous to the
Governnent. CGovernnent - owned/ | eased vehicles are to be used only when
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It can be determ ned that common carrier transportation is not
advant ageous to the Governnent and that an autonobile is required.
FTR 301-70.102d Itens to be considered in determ ning whet her an
autonobile is required are:

(1) The TDY |l ocation is not convenient to public
transportati on;

(2) Travel by public transportation would involve
significantly nore tine than travel by autonobile; or

(3) An autonobile is necessary to transport bul ky
Gover nnent docunents, materials, or supplies. FTR 301-10.5b

c. Traveler's Cost Liability Wien Sel ected Method I's Not
Used. Travel ers shall use the nethod of transportation
adm ni stratively authorized or approved on the authorization as nost
advant ageous to the Governnent (See 1-2.2b.) Any additional cost
resulting fromuse of a nmethod of transportation other than that
specifically authorized, approved, or required by regulation, e.g.,
contract air service (See paragraph d(1)(ii)(A) of this section),
shall be the traveler's responsibility.

d. Cost Conparison Considerations when Sel ected Method |Is Not

Used. When a traveler uses a node of transportation other than the
node aut hori zed, (usually POV in lieu of common carrier) the enpl oyee
must show a conparison of actual costs and the authorized node's costs
on the travel voucher. The voucher will show the cost of |ocal
transportation (taxis, |inousines, buses, etc.) to and fromthe TDY
destination had the trip been nade as authorized. |If actual
transportation costs are | ower than the costs conputed on a
conparative basis, the traveler normally will be fully reinbursed. If
actual transportation costs are higher than conparative costs,

rei mbursenment will be limted to the |atter anount.

Wien a traveler elects to travel by POV or other node of
transportation for personal reasons, |leave wll be charged for tine in
excess of that which would have been required for travel by common
carrier, (e.g. air).

When devi ations are nade fromthe authorized travel itinerary for
personal reasons in the conduct of official business within or outside
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a designated post of duty or place of enploynent, paynent of m | eage
and ot her expenses of such assignnents are [imted to the constructive
cost of common carrier transportation and rel ated per di em determ ned
as follows:

(1) The m | eage paynent and ot her expenses are not-to-
exceed the constructive cost of airplane coach accommodati ons (or
“tourist” or "econony" accommopdations if a carrier uses one of these
ternms instead of "coach" accommodati ons) when such service is provided
by a carrier. Wen coach accommobdati ons are not provided, the
conparison is nmade with standard cl ass accommodati ons, if provided;
otherwise, with first-class accomodations. A class of service is
considered to be "provided" by a carrier when it is schedul ed on
flights serving origin and destination points, regardl ess of whether
space woul d have been avail able had the traveler used air
transportation for the travel. The contract city-pair rates shall be
used in determning the cost of transportation.

(2) Wien the above accommodati ons are provided by an air
carrier, the m|eage paynent and other expenses are limted to the
constructive cost of the | owest of coach accommodations or first-class
rail transportation. The constructive cost conparison also may be
made wth rail transportation, even though air transportation is
provi ded, when an adm nistrative determ nation is nade that such
conparison, including related per diem is nore economcal, and the
travel authorization or other admnistrative directive so provides.

(3) Wien neither air nor rail accommobdations are
provi ded, the ml|eage paynent is limted to the constructive cost
basis of bus transportation.

(4) In determning the constructive common carrier cost,
the usual transportation costs to and fromthe common carrier
termnals also are to be included. |In addition, the cost of excess
baggage is to be included when it would have been all owed had the
travel er used the carrier upon which the constructive transportation
costs are determ ned, provided the traveler certifies the weight of
t he baggage or presents other acceptable evidence of its weight. FTR
301-70. 102d
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(5) The constructive per diemis limted to the anount
otherwi se allowable if the travel er had used the carrier upon which
the constructive transportati on costs are determ ned.

(6) I'n making constructive cost conpari sons of
transportation and per diem schedul ed departures and arrivals of
pl anes, trains, and buses at unreasonabl e hours are disregarded unl ess
they are the only ones available. For the purpose of neking cost
conpari sons, "unreasonabl e hours" nmean those that woul d unduly
I nconveni ence the traveler, adversely affect his or her safety, or
result in unduly increasing the constructive per diem FTR 301-10.6

For further information on this subject, see the panphlet, "GQuide to
Alternative Travel for Departnent of Labor Enpl oyees.™

e. Presunptions as to Mbst Advant ageous Met hod of
Tr ansportati on.

(1) Common Carrier.

(i) General. Travel by common carrier (air, rail
or bus) generally results in the nost efficient use of energy
resources and in the |least costly and nost expeditious performance of
travel. Therefore, this nethod shall be used whenever it is rea-
sonably available. Oher nethods of transportati on may be authorized
as advant ageous only when the use of common carrier transportation
woul d seriously interfere with the performance of official business or
| npose an undue hardship upon the traveler, or when the total cost by
comon carrier would exceed the cost by sonme ot her nethod of
transportation. The determ nation that another method of
transportati on woul d be nore advantageous to the Governnent than
comon carrier transportation shall not be nade on the basis of
personal preference or mnor inconvenience to the traveler resulting
from common carrier scheduling. FTR 301-10.5, FTR 301-10.6, FTR 301-
72.1 and FTR 301-72.2, and FTR 301-70.101b

(ii) Selecting the Mbst Advantageous Method of
Common Carrier Transportation.

(A) Contract Air Service. The use of discount
fares offered by contract air carriers between certain cities
(city-pairs) is considered advantageous to the Governnent and is
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mandatory for authorized air travel between those city-pairs. (See
1-3.4b(1)(ii) and Part 15, Subpart B for policy and specific
gui del i nes and exceptions.)

(B) Noncontract Air Service. The use of
noncontract air service may be authorized or approved only when
justified under the conditions provided in Chapter 1, Part 15, Subpart
B. Advance authorization and the justification for the use of
noncontract air service shall be docunented on a form DL 1-2024,
Request and Aut horization for Exception from Standard Contract Terns
for Gty-Pair Service or an equival ent fornl nenorandum before the
actual travel begins, unless extenuating circunstances or energency
si tuati ons nmake advance authorization inpossible. 1In those events,

t he enpl oyee shall obtain witten approval fromthe Authorizing
Oficial at the earliest possible tinme after conpleting the travel.
The approval and justification therefore shall be stated on the travel
voucher .

(© Rail or Bus Service. Rail or bus service
may be used when determ ned by the agency to be advantageous to the
Governnent, cost, energy, and other factors considered, and when
conpatible with the requirenents of the official travel. The use of
contract or other discount fares offered to the Governnent by rail or
bus carriers between selected cities (city-pairs) is considered
advant ageous. \Wenever these discount fares are offered and the
acconpanying service wll fulfill mssion requirenents, they should be
used to the maxi num extent possible. See Part 15, Subpart B for
policy and specific guidelines for use of contract rail service. See
al so 1-3.3b and 1-3.4b for authorized service and accommodati ons and
reduced fares.

(2) Governnent-Contract Rental or Governnent-Furni shed
Aut onobiles. Wien it is determned that an autonobile is required for
official travel, a Governnent-contract or a Governmnent-furni shed
aut onobil e shall be used as foll ows:

(i) A Governnment-contract rental autonobile is the
first resource for short-termrental of an autonobile by an enpl oyee
on tenporary duty travel. This applies to enployees who travel to
their destination by common carrier, such as airplane, train, or bus,
and woul d customarily rent a Governnent-furnished vehicle for |oca
transportation in the destination area. An enployee may al so use a
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Gover nnent -furni shed autonobile if a Governnent-contract renta
autonobile 1s unavail able or 1 f use of a Governnent-furni shed

autonobile is inpractical. If a Governnent-contract rental autonobile
I's not avail able, the enpl oyee nay obtain an autonobile froma non-
contract rental agency. In these situations the enployee will attach

an expl anation acceptable to the Approving Oficial for the use of a
non-contract rental agency, otherw se the reinbursenent wll be
limted to the cost had a Governnent-contract rental agency been used.
Gover nnent - f urni shed autonobiles will continue to be avail able for use
in isolated areas where commercial rental contractors are not
avai |l abl e. FTR 301-70.102c(1)

(ii) A Governnent-furnished autonobile is the first
resource when an autonobile is required for official travel perforned
|l ocally or within commuting di stance of an enpl oyee's desi gnated post
of duty. FTR 301-70.102c(1) If a Governnent-furnished autonobile is
unavai |l abl e, a Governnent-contract rental autonobile nay be used.

(iti1) If cost considerations are used in
determ ni ng whet her a Governnent-contract rental or Governnent-
furni shed autonobil e should be authorized under this policy, the
overall cost shall include any adm nistrative costs as well as any
costs associated with picking up and returning the autonobile. FTR
301-10. 200a

(iv) Wen it is determned that the use of
Governnent -contract rental or Government-furnished vehicle is
advant ageous to the Governnment and the agency acts to obtain such a
vehicle on a long-termbasis, the enployee will be asked to commt to
use such a vehicle for official travel by conpleting and signing a DL
1- 289, Request for Approval of GSA Vehicle Option or Exenption, or an
equi val ent form nmenorandumin accordance with DLM5-2, Chapter 1500.
(See 1-4.4) FTR 301-70.102c(1)

(3) Privately-Owmed Conveyance. The use of a privately
owned- conveyance shall be authorized only when its use is advantageous
to the Governnment, except as provided in paragraph "e" of this
section. A determ nation that the use woul d be advant ageous shall be
preceded by a determ nation that transportation by common carrier, a
Gover nnment -contract rental autonobile, or Governnent-furnished
transportation is not avail able or woul d not be advantageous to the
Governnment. To the maxi num extent possible, these determ nations and
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the authorization to use a privately owned-conveyance shall be nade
before the performance of travel. FTR 301-10. 300

(4) Special Conveyance. Conmercially rented vehicles,
ot her than those under contract, and other special conveyances shal
be used only when it is determned that use of other nethods of
transportation discussed in this paragraph would not be nore
advant ageous to the Governnment. FTR 301-70.102f In the sel ection of
commercially rented vehicles, first consideration shall be given to
Governnent -contract rental vehicles avail abl e under an appropriate GSA
Federal Supply Schedule contract. |[|f the traveler is authorized to
use a special conveyance and uses a POV instead, the traveler will be
rei mbursed the mleage cost for the use of a POV, and additiona
expenses such as parking fees, bridge, road, and tunnel fees, not-to-
exceed the constructive cost of the special conveyance. FTR 301-

10. 402

f. Permssive Use of a Privately-Omed Conveyance. Wen an
enpl oyee uses a privately owned-conveyance as a matter of persona
preference and such use is conpatible with the perfornmance of officia
busi ness, al though not determ ned to be advantageous to the Governnent
under paragraph d(3) of this section, such use may be authorized or
approved provided that reinbursenent is limted in accordance with the
provi sions of Chapter 1, Part 4.

g. Travel by Ocean Vessel. Except for travel between points
served by ferries, travel by ocean vessel shall not be regarded as
advant ageous to the Governnment in the absence of sufficient
justification that the advantages accruing fromthe use of ocean
transportation offset the higher costs associated with this nethod of
transportation, and | ost worktine. Authority to travel by ocean
vessel nust be obtained fromthe Authorizing Oficial prior to
commenci ng travel. FTR 301-70.102b(4) The requirenents of 1-3.6a for
use of United States flag ships shall be observed. (See 1-3.3c for
aut hori zed vessel accommodations.) FTR 301-70.102c(1)

h. Travel by Governnent Aircraft. DOL does not own
Government Aircraft and operation of sane is not authorized. DO
enpl oyees may fly on Governnent Aircraft when such travel supports the
DOL M ssion. Lesser cost alternatives nmust be considerations. FTR
301-10. 200b, FTR 301-10. 260, FTR 301-10.261, and FTR 301-10. 262
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1-2_.3 Local Transportation.

a. To, From and Between Places of Wirk. Transportation by
bus, streetcar, subway, or other public transit conveyance between
pl aces of business at an official station or a tenporary duty station
Is allowed as a transportation expense. (For transportation by
t axi cab between such places, see 1-3.1. An enployee may be authorized
to use a POV to report to various work | ocation(s) and to be
rei nbursed for the use of the POV. the follow ng paragraphs address
| ocati ons and rei nbursenent when a POV is authorized.

(1) Enpl oyees nmay not be reinbursed for the cost of
reporting directly to their regular place of work in the norning or
when |l eaving for the day directly fromtheir regular place of work.
The policy does not provide for an exception when an enpl oyee needs to
drive to work in order to stay past the tinme that a carpool |eaves. It
does provide for reinbursenent for parking when the enpl oyee, having
driven to the regular place of work, needs a car to do government
busi ness during the day at an alternative work | ocation(s). (See 1-
4.1d(2)).

(2) Once an enpl oyee has commuted to the official duty
station and uses a POV to travel to an alternative work | ocation(s),
t he enpl oyee may be reinbursed the full cost of mleage for the trip
to the alternative work |locations(s)and return to the official duty
station. FTR 301-10.190a, FTR 301-10.420a(1l), FTR 301-10.420a(2), and
FTR 301-70. 102h

(3) Wien an enpl oyee does not report to the official
duty station and all work locations are outside the 15 mle radius of
t he enpl oyee’ s regul ar place of work, the enpl oyee wll be reinbursed
based on hone to hone (commuting residence) mleage costs.

(4) Wen the enpl oyee does not report to the official
duty station and all work |locations are inside the 15 mle radius of
t he enpl oyee' s regul ar place of work, the enpl oyee may be rei nbursed
commuting costs fromhone to the work | ocation(s)and back hone
(i ncluding parking) |ess the enpl oyee's normal conmmuting costs.

(5) Were the location of the first worksite is other
than the enployee’'s official duty station (i.e., alternative work
| ocation, garage, TDY site, or parking | ot where GOV s are kept,
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etc.,) and the enployee also works at the official duty station
sonetime during the day, the enployee’s claimfor reinbursenent nust
be reduced by the enpl oyee's nornmal conmuting costs, that is, the
enpl oyee nmay be rei nbursed commuting costs fromhonme to the
alternative work |location and to the official duty station and back
honme (i ncluding parking) |less the enployee's normal commuting costs.

(6) Were the |location of the |ast worksite is other
than the enployee's official duty station, and the enpl oyee al so
worked at the official duty station sonetine during the day, any claim
for rei mbursenment nust be reduced by the enployee's normal comuting
costs, that is, the enployee may be rei nbursed commuting costs from
honme to the official duty station and to the alternative worksite and
back to honme (including parking) |ess the enployee's normal comruti ng
costs.

(7) Wien the enpl oyee does not report to the official
duty station, all work |ocations are inside the 15 mle radius of the
enpl oyee's regul ar place of work, and the enpl oyee | eaves for
overni ght TDY travel, the enployee may be rei nbursed commuti ng costs
fromhone to the work (including parking) |ess the enpl oyee's nor nal
one way commuting costs. FTR 301-70.102h

(8) Upon return fromoverni ght TDY travel, the enpl oyee
reports to the official duty station or alternative work | ocation(s)
and all alternative work |ocations are inside the 15 mle radius of
t he enpl oyee's regul ar place of work, the enpl oyee may be rei nbursed
commuting costs fromthe alternative work |ocation(s)(including
par ki ng) and back to hone | ess the enpl oyee's normal one way commuting
costs. FTR 301-70. 102h

b. To Places Were Meals are Obtained. Were the nature and
| ocation of the work at a tenmporary duty station are such that
suitabl e neal s cannot be obtained, the neals at the nearest avail able
pl ace may be approved as necessary transportation not incidental to
subsi stence. A statenent of the necessity for such daily travel shal
acconpany the travel voucher. FTR 301-10.190b and FTR 301-10. 420a( 3)

c. To and From Carrier Term nals.

(1) Reinbursenent shall be allowed for the usual taxicab
and airport linousine fares, plus tip, between a conmon carrier or
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other termnal and either the enployee's hone or place of business at
the official duty station or place of business or |lodging at a
tenporary duty point, or between the airport and airport |inousine
termnal. However, available courtesy transportati on service

furni shed by hotel s/notels should be used by enpl oyees to the nmaxi num
extent possible as a first source of transportation between place of

| odgi ng at the tenporary duty point and conmon carrier termnal.

Rei mbur senent shall be allowed for tips when courtesy transportation

I s used.

FTR 301- 10.420 a(l1), FTR 301-10.420a(3),and FTR 301-70.102d

(2) Reinbursenent for the use of taxicabs under
par agraph c(1) above is limted to $50 plus tip unless a greater fare
I's authorized or approved on the voucher as advantageous to the
Governnent. Taxi cabs shoul d not be used when:

(1) Suitable Governnent or common carrier
transportation service, including airport |inousine service, is
avail able for all or part of the distance involved; or

(i1i) Courtesy transportation service is provided by
hot el s/ notel s between the place of |lodging at the tenporary duty
termnal, site, and the common carrier termnal. FTR 301-10.420b(3)

d. Between Residence and Ofice on Day Travel is Perforned.
Wien it is not practicable for enployees to use their normal nethod of
commuting or a | ess expensive neans of transportation, reinbursenent
may be authorized or approved for the usual taxicab fares, plus tip,
fromthe enployee's hone to the office on the day of departure from
the office on an official trip requiring at |east one night's | odging,
and fromthe office to honme on the day of return to the office from
the trip subject to the sane conditions and limtations on the use of
taxicabs to and fromcarrier termnals in paragraph "c" above. Use of
a taxicab to and fromthe office should be authorized in advance of
t he enpl oyee's departure for the TDY assignnent. The authorization to
use a taxicab nmay be oral and is separate fromthe authorization
necessary to exceed the $50 plus tip limtation on taxicab fares.
Thus, the enployee nust obtain a separate authorization to exceed the
$50 plus tip limtation. This authorization nmay al so be oral.
Approval of the voucher will represent authorization to the Servicing
Finance O fice. FTR 301-10.420b(2) and(3), FTR 301-10.420c, FTR 301-
10. 421 and
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FTR 301-70. 102h

e. Between Residence and Ofice in Cases of Necessity.
Rei nbursenent for the usual taxicab fares paid by an enpl oyee for
travel between office and hone may be authorized or approved incident
to the conduct of official business at an enpl oyee's desi gnated of
duty station when the enployee is dependent on public transportation -
for such travel incident to officially ordered work outside regul ar
wor ki ng hours and when the travel is during hours of infrequently
schedul ed public transportation or darkness. FTR 301-10.420d Enpl oyees
who are dependent on neans of transportation other than public (e.g.,
carpool, vanpool, etc.) may al so be reinbursed for taxicab fares when
officially ordered to work overtine and thus, are unable to commute by
their regular neans of transportation and public transportation is
unavai l able. Wen enpl oyees are rei nbursed for taxicab fares under
this provision, public transportation nust be unavail able, not nerely
I nconveni ent, or use of public transportation would pose a threat to
t he enpl oyee's safety.

1-2.4 Emergency Travel Due to lllness or Injury or a Personal Emer-
gency Situation. Provisions governing rei nbursenent for allowable
transportation in connection wth energency travel due to illness or

Injury or a personal energency situation are set-forth in Chapter 1,
Part 12.

1-2.5 Routing of Travel.

a. Oficial Necessity. Al travel shall be by a usually
traveled route. Travel by other routes may be all owed when the
official necessity is satisfactorily established. FTR 301-10.7

b. Indirect Route or Interrupted Travel. Wen a person for
hi s/ her own convenience travels by an indirect route or interrupts
travel by direct route, the extra expense shall be borne by hiniher.
Rei nbur senment for expenses shall be based only on such charges as
woul d have been incurred by a usually traveled route. An enpl oyee may
not use contract airline/rail passenger service provided under
contract with GSA (see Part 15, Subpart B) for that portion of travel
by an indirect route which is for personal convenience. Additionally,
an enpl oyee may not use governnment contractor-issued charge card (see
Part 15, Subpart C) for procurenent of commercial carrier
transportation services for that portion of travel by an indirect
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route which is for personal convenience. An enployee may, however,
use contract airline/rail passenger service, as well as a contractor-
| ssued charge card, for portions of travel that are authorized to be
perforned at Governnent expense. (See 1-11.5a(3) regarding

rei mbursenent clains for travel that involves an indirect route.) FTR
301-10.8, FTR 301-51.5, FTR 301-70.102g and FTR 301-70. 705

1-2_.6 Use of Government-Furnished Vehicles.

a. Use Limted to Oficial Purposes. Wen a
Gover nnment - furni shed vehicle is used by an enpl oyee for official
travel, its use shall be limted to official purposes (31 U S.C 1344
as inplenmented in 41 CFR 101-38.3) which include transportation
bet ween pl aces where the enpl oyee's presence is required incident to
of ficial business; between such places and places of tenporary | odging
when public transportation is unavailable or its use is inpractical;
and between either of the above places and suitabl e eating places,
drug stores, barber shops, places of worship, cleaning establishnents,
and simlar places necessary for the sustenance, confort, or health of
the enpl oyee to foster the continued efficient performance of
Gover nnent busi ness. FTR 301-10. 201 Governnent Oamed Vehi cl es( GOV) may
not be used for voluntary returns to the enpl oyee's official duty
station or conmmuting residence on non workdays. FTR 301-10.201d

b. Governnent Driver's ldentification Card. To operate a
Governnent autonobile for official travel, the travel er nust possess a
valid State, District of Colunbia, or territorial notor vehicle
operator’s |icense and have a travel authorization specifically
aut hori zing the use of a Governnent-furni shed autonobile. FTR 301-

10. 220

c. Vehicle Not Available. |[If a Governnent-furnished vehicle
I's not avail able when required as a first resource, a Governnent -
contract rental or other commercially rented vehicle may be used
provi ded such use is consistent wwth 1-2.2c and the regul ati ons and
aut hori zati ons of the enployee's agency.

d. Unauthorized use of a Governnent vehicle. The traveler
I's responsi ble for any additional cost resulting from unauthorized use
of a Governnent vehicle and may be subject to admnistrative and/ or
crimnal liability for m suse of Governnment property. FTR 301-10.202
and FTR 301-70.102c(3)
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CHAPTER 1. GENERAL TRAVEL REGULATI ONS

PART 3. COMMERCIAL TRANSPORTATION

1-3.1 Taxicabs.

a. Approval Requirenent. For local travel authorized under
1-2.3a and b, the use of taxicabs nmay be allowed if authorized or
approved as advantageous to the Governnent. Ceneral authorization for
use of taxicabs for local travel in certain situations is contained in
1-2.3c,d, and e.

b. Tips. In addition to reinbursenent of taxi fare, shuttle
service, or courtesy transportation, the enployee will be allowed re-
| mbursenment of tips in the amount of 15 percent of the reinbursable
fare. If the 15 percent is not a nultiple of 5 the reinbursable tip
may be increased to the next nmultiple of 5. FTR 301-10.421

1-3.2 Rental Automobiles and Special Convevyances.

a. Approval Requirenent. The hire of boat, autonobile,
taxicab (other than for use under 1-2.3c, d, or e), aircraft, livery,
or other conveyance will be allowed if authorized or approved as
advant ageous to the Governnent whenever the enployee is engaged in
of ficial business within or outside his/her designated post of duty.
A rental car nust be specifically authorized. A helicopter may be
used for air travel only if the use is authorized as advantageous to
the Governnment and is clearly explained in the travel voucher. Wen a
hel i copter is not authorized as advantageous to the Governnent,
rei mbursenment will be [imted to the constructive cost had the
aut hori zed nethod of transportation been used. FTR 301-10. 450

b. Incidental Charges. |If the hire of a special conveyance
does not include costs of the incidental expenses of gasoline or oil;
rent of garage, hangar, or boat house; subsistence of operator;
ferriage or tolls, etc., the same should be first paid, if
practicable, by the person furnishing the accommodati on or by the
operator, and should be itemzed in the bill. (See 1-11.3c(5) and
1-11.5c(2).)

FTR 301- 10-401
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c. Danmage Waiver or Insurance Costs. The Governnent is a
self-insurer. Rental vehicles avail able under agreenent(s) with the
Governnment includes full coverage insurance for damages resul ting
froman accident while performng official travel. FTR 301-10.451a(1)

(1) Comrercial vehicle rental contracts customarily
I nclude full insurance coverage for property damage or injury or death
to third parties resulting fromthe renter's use of the vehicle.
Danmage to the rented vehicle (collision damage), however, is often
covered only above a deducti bl e anmount specified in the rental
contract, the renter being responsible for the cost of damage bel ow
that amount. |In such instances, additional insurance (collision
damage wai ver or collision damage i nsurance) to relieve the renter
fromliability for damage to the vehicle up to a deductible anmount is
available in the rental contract for an extra fee.

(2) Agencies nmay not pay or reinburse the enpl oyee for
the cost of collision damage wai ver, theft, personal accident
I nsurance, or collision damage i nsurance when official travel in the
rental vehicle is performed wholly within the continental United
States, Al aska, Hawaii, the Commonweal th of Puerto Rico, Commonweal t h
of the Northern Mariana Islands, or a United States territory or
possessi on. However, agencies are authorized to pay for danage to the
rented vehicle up to the deductible anount contained in the rental
contract if the damage occurs while the vehicle is being used for
of ficial business. FTR 301-10.451a and FTR 301-10. 452

(3) Agencies nmay pay or reinburse the enpl oyee for the
cost of collision damage wai ver or collision damage i nsurance when the
vehicle is rented or leased for official travel in foreign areas
(areas other than those listed in paragraph c.(1) of this section) and
rental or |easing agency requirenents, foreign statute, or |egal
procedures which could cause extrenme difficulty to Governnent
enpl oyees involved in an acci dent make such insurance necessary. FTR
301-10. 451b

(4) The cost of personal accident insurance is a

personal expense and is not reinbursable. |In sone cases, the rental
of the vehicle for official Governnent business allows for personal
use at no cost to the Governnment. In such cases, the traveler may

need to purchase personal accident insurance to cover personal use of
the vehicle. (See “f” bel ow)
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d. Hre From Anot her Enpl oyee or Menber of an Enpl oyee's
Fam|ly. Charges for the hire of a conveyance of another Governnent
enpl oyee, a nmenber of the traveler's famly, or a nenber of the famly
of anot her Governnent enpl oyee shall not be allowed in the absence of
a satisfactory showi ng that the conveyance was not procured because of
such personal or official relationship and that the nenber of the
famly so furnishing was not dependent upon the traveler for support.
The material facts, including but not limted to the nane of the
renter, the relationship of the renter to the enpl oyee, and the
reasons the enployee rented a conveyance fromthis particul ar
I ndi vidual, shall be reported in the account. (See 1-11.5d.)

e. Persons Traveling Together. Wen two or nore persons
travel together by nmeans of a rented vehicle or special conveyance,
that fact, together with the nane of each traveler and the nane of
hi s/ her enpl oyi ng agency, nust be stated by each travel er on his/her
travel voucher. (See 1-4.5)

f. Rental Car - Personal Use. The Departnent may only
rei mburse enpl oyees for the rental of autonobiles used for official
busi ness when the use has been properly authorized. The use of a
commercially rented vehicle for any other purpose is considered
personal use and enpl oyees nust bear the cost. FTR 301-10. 453

(1) Long-Term Rental . Enployees who rent vehicles on a
| ong-term basi s because the cost to the Governnment is |ess than
renting the vehicle on a daily basis and returning it to the rental
agency on non wor kdays will not be charged any of the basic rental fee
for personal use of the vehicle. However, enployees nust pay for al
gasol i ne used for personal purposes as well as any m | eage charge
resulting from personal use.

(2) Leave - Personal Use. Enpl oyees, who take |eave,
arrive early, or delay their departure for personal reasons and use a
comercially rented vehicle on those days for personal use, nust pay a
proportionate share of the weekly or nonthly basic rental charge for
those days in addition to gasoline used and any m | eage applicable to
t he personal use.

(3) Weekend - Personal Use. |If a rental car is procured
for the purpose of conducting Governnent business but because of the
rental rate structure the rental car is available for personal use
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over a weekend at no additional cost to the Governnent, the enpl oyee
may take advantage of the use of the car for personal purposes. Al
addi ti onal costs associated with use of the car for personal purposes
Is the responsibility of the enpl oyee.

(4) Voucher - Personal Use. Wen preparing the travel
voucher, enployees shall supply the total anmount paid for gasoline
during the rental period, requesting reinbursenent only for the anount
applicable to official use of the vehicle. Enployees will only be
rei mbursed that portion of any mleage charge which is applicable to
official use of the vehicle.

(1) Tax Liability - Personal Use. Wile the
enpl oyees who rent a vehicle on a weekly or nonthly basis because the
cost to the Governnment is less than it would be to rent the vehicle on
a daily basis, and uses the vehicle for personal use on non workdays,
wi Il not be charged any of the basic rental fee. The personal use nmay
be considered a non cash fringe benefit under Public Laws 98-369 and
99-44. If the personal use is determned to be a non cash fringe
benefit, the value of the benefit may be reported to the Internal
Revenue Service as incone to the enployee. Therefore, enployees shal
identify on the travel voucher mles driven for official business and
mles driven for personal business.

(ii) Free Mleage. Any free m|leage all owance nust
first be applied to official use of the vehicle, and if any part of
the all owance remains, it may be applied to the enpl oyee's personal
use.

(5) Liability Insurance- Personal Use. In addition,
whil e personal liability insurance is not needed when the vehicle is
used for Governnment business, the enployee is not covered by the
Governnment's self insurance provisions when the rental vehicle is used
for personal purposes.

1-3.3 Travel Policy and Class of Service Authorized.

a. General Policy. It is the general policy of the
Governnment that |ess-than-prem umclass accommodati ons shall be used
for all nodes of passenger transportation. The rules in paragraphs
"b" through "d" of this section govern the use of conmmon carrier
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accommodations and apply to both donmestic and international travel of
enpl oyees while on official Governnment business. The limtations
apply to all officials and enpl oyees who travel on official business,

I ncl udi ng consul tants, enployees on detail to DOL, and advi sory

comm ttee nmenbers. Enployees who find it necessary to use premumair
accommodati ons, shall submt a witten request to their Agency Head in
advance of the travel. If the Agency Head concurs with the request,
approval is indicated by signing a travel authorization or providing a
copy of the approval notification which is nade a part of the

aut hori zation. FTR 301-70.102b(1) In extenuating circunstances or
ener gency situations where advance authori zati on was i npossible, the
enpl oyee may request and receive approval upon conpletion of the trip.
In these instances, the enpl oyee shall make a witten request of the
Agency Head at the earliest possible tine.

b. Train Accommobdati ons.

(1) Policy. It is the policy of the Governnent that
enpl oyees who travel by train shall use coach-class accommobdati ons.
When adequate reserved coach accommodati ons are avail able, officials
authorizing travel shall require that those accommobdati ons be used to
t he maxi mum extent possible. For overnight train travel, enployees
shal | use sl unber coach sl eeping accommpdati ons except as provided in
paragraph b(2) of this section. First-class train acconmodations may
be used only as permtted in paragraph b(3) of this section. FTR 301-
10. 106

(2) Definitions. The follow ng definitions apply
t hr oughout paragraph "b" of this section:

(i) Coach-d ass Train Accommpbdations. The term
"coach-class train accommodati ons” neans the basic class of train
accommodations offered by rail carriers to passengers which includes a
| evel of service that is available to all passengers regardl ess of the
fare paid. The term "coach-class train acconmodati ons" incl udes
reserved coach accommodati ons, as well as slunber coach
accommodat i ons, when overnight travel is involved. FTR 301-10.160a

(1i1) Slunber Coach Accommopdations. The term
"s|l unber coach acconmmodati ons" i ncl udes sl umber coach accommodati ons
on trains offering such accomodations, or the | owest |evel of
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sl eepi ng accommodati ons avail able on a train that does not offer
sl unber coach accomodati ons. FTR 301-10. 160b

(i1i1) Eirst-dass Train Accommpbdations. The term
"first-class train acconmodati ons" includes bedroons, roonettes, club
service, parlor car accomodations, or other prem um accommobdati ons.
(See paragraph b(5) of this section for the rules governing extra-fare
trains.) First-class train accomodati ons nmay be authorized in
accordance with paragraph b(3) of this section only when justified by
circunstances listed in paragraph b(4) of this section. FTR 301-
10. 160c

(iv) Extra-Fare Train. The term"extra-fare train"
means a train that operates at an increased fare due to the extra
performance of the train (i.e., faster speed or fewer stops). The
term"extra-fare train" does not nean first-class train
accommodat i ons, even though an extra-fare train nmay offer first-class
accommodations. (See paragraph b(5) of this section for rules
governing the use of extra-fare train service.) FTR 301-10.163

(3) Authorization or Approval of the Use of First-d ass
Train Accommbdati ons

(i) Authorization or Approval. Agency Heads nay
aut hori ze or approve the use of first-class train accomodati ons under
criteria specified in paragraph b(4)of this section. This authority
to authorize first-class train accommodati ons nay not be further
del egated to ensure adequate consideration and review of circunstances
requiring the need for first-class train accommodati ons.

(i1) Requirenents. Authorization for the use of
first-class train accomodati ons shall be nade in advance of the
actual travel unless extenuating circunstances or energency situations
make advance aut hori zation inpossible. [|If advance authorization
cannot be obtai ned, the enpl oyee shall obtain witten approval from
the Agency Head at the earliest possible tine.

(4) Use of First-d ass Train Accombdati ons.
Ci rcunstances justifying the use of first-class train accommodati ons
are limted to those |isted in paragraphs b(4)(i) through (iii) of
this section.
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(i) No Reasonably Avail able Coach-d ass Train

Accommodations. Wen travel by train has been authorized as

advant ageous to the Governnment, the use of first-class train
acconmodat i ons may be authorized or approved only when no coach-cl ass
train accomodati ons are reasonably avail able. For purposes of this
paragraph b(4)(i) of this section, "reasonably avail abl e" neans coach-
class train accommodations that are available and that are schedul ed
to leave within 24 hours of the enpl oyee's proposed departure tine, or
schedul ed to arrive wwthin 24 hours of the enpl oyee's proposed arrival

time. In the case of a direct route that requires overnight travel,
"reasonably avail abl e" shall be based on the availability of sl unber
coach sl eepi ng accommobdati ons. "Reasonably avail abl e" does not

I ncl ude any acconmodation with a scheduled arrival tine that is |ater
than the enployee's required reporting tine at the duty site, or with
a schedul ed departure tinme that is earlier than the tine the enpl oyee
I s schedul ed to conplete duty.

(i1) Travel by an Enployee with a Disability. The
use of first-class train accommodati ons nmay be authorized or approved
when necessary to accommbdate an enpl oyee's disability or other
physi cal inpairnment, and the enployee's condition is substantiated in
writing by conpetent nedical authority. The use of first-class train
accommodations al so may be authorized for an attendant, who is
aut hori zed under 1-9.2c(1) to acconpany the enpl oyee, when the
enpl oyee is authorized use of first-class acconmodati ons and requires
the attendant's services en route.

(ii1) Security Reasons. The use of first-class
train accomodati ons may be authorized or approved when excepti onal
security circunstances require such travel. Exceptional security
ci rcunstances include, but are not [imted to:

(A) Travel by an enpl oyee whose use of coach-
class train accommodati ons woul d endanger the enployee's life or
Gover nment property;

(B) Travel by agents who are in charge of
protective details and who are acconpanying individuals authorized to
use first-class train accommodati ons; and

(C Travel by couriers and control officers
who are acconpanyi ng control |l ed pouches or packages.
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(iv) I nadequate Foreign Coach-d ass Train
Accommodations. The use of first-class train accommodati ons may be
aut hori zed or approved when coach-class train acconmodati ons on a
foreign rail carrier do not provide adequate sanitation or health
st andar ds.

(5) Extra-Fare Train Service. Coach-class travel by
extra-fare trains may be authorized or approved whenever such use is
adm ni stratively determned to be nore advantageous to the Governnment
or is required for security reasons. The use of National Railroad
Passenger Corporation (AMIRAK) Metroliner coach accommobdations is
consi dered to be advantageous to the Governnent. Metroliner Cub
Service is deenmed first-class accommodati ons. First-class
acconmodations on extra-fare trains may be authorized only as provided
I n paragraph b(3) of this section.

c. Ship Accommpdations. FTR 301-10.162

(1) Policy. It is the policy of the Governnent that
enpl oyees who travel by steaner shall use the | owest-class steaner
accommodations. Authority to authorize all travel by ship shal
remain at the highest |evel practical in accordance with 1-2.2g and 1-
3. 3a.

(2) It is not expected that other than in rare
ci rcunstances would a DOL travel er be authorized to travel by
steaner/ship. The remainder of this section is deleted and the
traveler is referred to the FTR for applicable regulations. FTR 301-
70. 103, FTR 301-10.180, FTR 301-10.181, FTR 301-10.182, FTR 301-
10. 183, FTR 301-70.102b(4), FTR 301-70.102b(5), FTR 301-71.105

d. A rline Accommpbdati ons

(1) Policy. It is the policy of the Governnent that
enpl oyees who use commercial air carriers for donestic and
I nternational travel on official business shall use coach-cl ass
airline accommodations. First-class airline accomodati ons may be
used only as permtted in paragraph (d)(4) of this section. Premum
class other than first-class airline accommpdati ons may be used only
as permtted in paragraph (d)(5) of this section. FTR 301-10.106, FTR
301-10. 122, and FTR 301-70.102b(1)
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(2) Definitions. The follow ng definitions apply
t hr oughout paragraph "d" of this section.

(i) Coach-d ass Airline Accommpbdations. The term
"coach-class airline acconmodati ons” neans the basic class of
accommodations offered by an air carrier to passengers which includes
a level of service that is available to all passengers regardl ess of
the fare paid. The term "coach-class airline acconmodations" includes
tourist-class accommodati ons and econony-cl ass accommodati ons. The
term"Single class” applies when an airline offers only one class of
accommodation to all travelers. FTR 301-10.121a and 301-10. 121e

(ii) Premumdass Airline Accommobdations. The
term"prem umclass airline accomodati ons”" neans any cl ass of
acconmmodat i ons above coach-class airline accommodations, e.qg., first-
cl ass or business-class. FTR 301-10.121b

(ii1) First-Adass Airline Accommobdations. The term
"first-class airline acconmmodati ons” neans the highest class of
accommodations on a nultiple-class coomercial air carrier. Wen an
airline flight only has two classes of accommodati ons, the higher
class, regardless of the termused for that class, is considered to be
first class. FTR 301-10.121c

(iv) Premumddass other than First-Gdass Airline
Accommodations. The term "prem umclass other than first-class
ai rline acconmodati ons" neans any class of accommodati ons bet ween
coach-class and first-class airline accommobdations, e.g., business-
class. FTR 301-10.121d

(3) Authorization or Approval of the Use of Prem um
Cass Airline Accommbdati ons

(i) Authorization or Approval. Agency Heads nay
aut hori ze or approve the use of prem umclass airline accomodati ons
If the criteria in paragraph d(4) of this section are net for first-
class airline accommodations or the criteria in paragraph d(5) of this
section are net for premumclass other than first-class airline
accommodations. This authority to authorize premumclass airline
acconmodat i ons may not be further del egated to ensure adequate
consi deration and review of circunstances requiring the need for
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first-class airline acconmmbpdations. FTR 301-2.105, FTR 301-10.102, and
FTR 301-70. 102b(1)

(i1) Requirenents. Authorization for the use of
prem umclass airline accommodati ons shall be made in advance of the
actual travel unless extenuating circunstances or energency situations
make advance aut hori zation inpossible. |If advance authorization
cannot be obtai ned, the enpl oyee shall obtain witten approval from
t he Agency Heads at the earliest possible tine. FTR 301-70.102b(1) and
FTR 301-71. 105

(4) Use of First-dass Arline Acconmopdati ons.
Circunstances justifying the use of first-class airline accommbdati ons
are limted to those |isted in paragraphs d(4)(i) through (iii) of
this section. FTR 301-10. 102

(i) No O her Reasonably Avail able Accommodati ons.
The use of first-class airline accommodati ons nmay be authorized or
approved when neither coach-class airline acconmodati ons nor prem unm
class other than first-class airline acconmodati ons are reasonably
avai |l abl e. For purposes of this paragraph d(4)(i), "reasonably
avai | abl e" neans a cl ass of accommobdati ons, other than first-class
airline accommodations, that is available on an airline and that is
scheduled to |l eave within 24 hours of the enpl oyee's proposed
departure tine, or scheduled to arrive within 24 hours of the
enpl oyee's proposed arrival tine. "Reasonably avail abl e" does not
I ncl ude any acconmodations with a scheduled arrival tine that is |ater
than the enployee's required reporting tine at the duty site, or with
a schedul ed departure tinme that is earlier than the tine the enpl oyee
I's scheduled to conplete duty. FTR 301-10.102a

(ii1) Travel by an Enployee with a Disability. The
use of first-class airline accommodati ons nmay be authorized or
approved when it is necessary to accommobdate an enpl oyee's disability
or other physical inpairnent, and the enployee's condition is
substantiated in witing by conpetent nedical authority. The use of
first-class airline accomodati ons al so may be authorized for an
attendant, who is authorized under 1-9.2c(1) to acconpany the
enpl oyee, when the enpl oyee is authorized use of first-class
accommodations and requires the attendant's services en route. FTR
301-10. 102b
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(ii1) Security Reasons. The use of first-class
airline accommodati ons may be authorized or approved when excepti onal
security circunstances require such travel. Exceptional security
ci rcunstances include, but are not [imted to:

(A) Travel by an enpl oyee whose use of a class
of accommodati ons other than first-class woul d endanger the enpl oyee's
life or Governnent property;

(B) Travel by agents who are in charge of
protective details and who are acconpanying individuals authorized to
use first-class accommodati ons; and

(C© Travel by couriers and control officers
who are acconpanyi ng control |l ed pouches or packages. FTR 301-10.102c

(iv) Agency Mssion. The use of first-class
airline accommodati ons nmay be authorized or approved when the head of
the agency determnes that it is required to fulfill the m ssion of
t he agency. FTR 301-10.102c and FTR 301-70.102b(1)

(5) Use of Premumdass Oher Than First-d ass
Accommodations. G rcunstances justifying the use of prem umcl ass
other than first-class airline accommodations are limted to those
listed in paragraphs d(5) (i) through (ix) of this section.

(1) Coach-class Accommpbdations not Available. The
use of premumclass other than first-class airline acconmmodati ons may
be authori zed or approved when regularly schedul ed flights between the
aut hori zed origin and destination points (including connection points)
provide only prem umclass accommodati ons, and the enpl oyee certifies
this circunstance on the travel voucher. FTR 301-10.124a

(i11) No Space Available in Coach-d ass
Accommodations. The use of prem umclass other than first-class
airline accommodati ons may be authorized or approved when space i s not
avai |l abl e in coach-class airline accommbdati ons on any schedul ed
flight in tinme to acconplish the purpose of the official travel, which
s so urgent that it cannot be postponed. FTR 301-10.124b

(ti1) Travel by an Enployee with a D sability. The
use of premumclass other than first-class airline acconmmodati ons may
be aut hori zed or approved when necessary to acconmodate an enpl oyee's
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disability or other physical inpairnent, and the enpl oyee's condition
I s substantiated in witing by conpetent nedical authority. FTR 301-
70. 102b(1) The use of premumclass other than first-class airline
accommodations al so may be authorized for an attendant, who is

aut hori zed under 1-9.2c(1) of this Chapter to acconpany the enpl oyee,
when the enpl oyee is authorized use of prem umclass other than first-
class airline accommodations and requires the attendant's services en
route. FTR 301-10. 124c and FTR 301-70.102b(1)

(iv) Security Purposes or Exceptiona
G rcunstances. The use of premumclass other than first-class
airline acconmmodati ons may be authorized or approved when such
accommodations are required for security purposes or because
exceptional circunstances, as determ ned by the Agency Heads, nake
their use essential to the successful perfornmance of the agency's
m ssi on. FTR 301-10. 124d and FTR 301-70.102b(1)

(v) lnadequate Foreign Carrier Coach-d ass
Accommodations. The use of prem umclass other than first-class
airline acconmmodati ons may be authorized or approved when coach-cl ass
airline accommodations on foreign carriers do not provi de adequate
sanitation or health standards. FTR 301-10.124e and FTR 301-70.102b(1)

(vi) Overall Cost Savings. The use of prem um
class other than first-class airline acconmodati ons may be aut hori zed
or approved when such accomodati ons would result in an overal
savings to the Governnent based on econom c consi derations, such as
t he avoi dance of additional subsistence costs, overtine, or |ost
productive tinme that would be incurred while awaiting availability of
coach-cl ass accommodati ons. FTR 301-10. 124 and FTR 301-70.102b(1)

(vii) Use of Frequent Traveler Benefits. The use
of premumclass other than first-class airline accomobdati ons may be
aut hori zed or approved when obtai ned as an accommodati ons upgrade
t hrough the redenption of frequent travel er benefits. Enpl oyees nmay
use frequent flyer benefits to upgrade a seat assignnment (other than
first-class) unless the DOL agency chooses to use frequent flyer
benefits to purchase new tickets. In such cases, the agency is
responsi ble for issuing guidance to it’s enpl oyees. FTR 301-10. 124g
and FTR 301-70. 102b(1)
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(viti) Acceptance of Paynent From a Non-Federa
Source. The use of premumclass other than first-class airline
acconmodat i ons may be aut hori zed or approved when the enpl oyee's
transportation is paid in full through agency acceptance of paynent
froma non-Federal source in accordance with DLMS 7, Chapter 4. FTR
301-10. 124h and FTR 301-70.102b(1)

(ix) Travel in Excess of 14 Hours. The use of
prem umclass other than first-class airline acconmodati ons may be
aut hori zed or approved when travel is direct between authorized origin
and destination points which are separated by several tine zones, and
either the origin or destination point is outside the continental
United States (CONUS), and the scheduled flight time (including
stopovers) is in excess of 14 hours. Wen this authority is
exerci sed, an enployee shall not be eligible for a rest stop en route
or a rest period upon arrival at the duty site, under 1-7.11 of this
Chapter. FTR 301-10.124i, FTR 301-70.102b(1), and FTR 301-70. 200a

e. Agency Reporting Requirenents for First-C ass Travel
Each agency, shall submt to GSA, no |later than 60 days after the end
of each fiscal year, a report of all first-class travel authorized by
t he agency during the fiscal year. This report has been assigned
| nt eragency Report Control No. 0411-GSA-AN. The rules in paragraph
e(1l) through (4) of this section govern data collection, subm ssion
requi rements, reporting procedures, and exceptions. (OCFO coordi nates
the preparation of this report for all of DOL) FTR 300-70.100, FTR
300-70. 101, FTR 300-70.102, FTR 300-70.103, and FTR 301-70.102b(1)

(1) Data Collection. Each agency shall collect the
followi ng data for each instance an enpl oyee uses first-class
accommodat i ons that are authorized under paragraph "b", "c", or "d" of
this section:

(i) Mode of travel (i.e., airline, steaner, or
train);

(ii) Nane of traveler;
(iti1) Oigin and destination points;

(iv) Beginning date of travel;
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(v) Purpose of travel (i.e., site visit,
I nformati on neeting, training attendance, speech or presentation,
conference attendance, relocation, entitlenent travel, special mssion
travel, energency travel, or other travel purposes);

(vi) G rcunstances justifying use of first-class
accommodations (i.e., no other reasonably avail abl e accommodati ons,
travel by an enployee with a disability, security reasons, or
| nadequat e foreign coach-class train accommodati ons);

(vii) Actual first-class acconmodations fare; and

(viii) Coach-class accomodations fare (or in the
case of steaners, |owest-class steaner accommodations fare) for the
actual route used.

(2) Subm ssion Requirenents. OCFO shall submt to GSA
a cover letter with the agency nane, the nanme of a person to contact
for further information, and a phone nunber where the contact person
may be reached. The cover letter also shall state the total nunber of
records reported, the total actual cost of first-class accommodati ons
reported, and the total cost of alternative coach-class accommodati ons
based on the actual route used.

(3) Exceptions. To the extent that information is protected
fromdisclosure by statute or Executive Order, an agency is not
required to furnish data otherwi se required to be reported.
Informati on that nmay be disclosed shall be submtted to GSA. \Wen
specific information required in paragraph e(1l) of this sectionis
protected from public disclosure, an agency shal
submt in its cover letter the aggregate information listed in
par agraphs e(4) (i) through (iii) of this section unless the aggregate
information also is protected from public disclosure.

(1) Aggregate nunber of authorized first-class trips
that are protected from discl osure.

(ii) Aggregate total of actual first-class
accommodati ons fares paid.

(i1i1) Aggregate total of coach-class accommodati ons
fares for the actual route used. FTR 300-70.104
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1-3.4 Fares.

a. Cty-Pair Fares. Oficial Governnment travel ers nust use
contract city-pair fares, if such fares are available to the traveler.
FTR 301-10. 106

(1) Exceptions. Cty-pair fairs nust be used unl ess one
or nore of the follow ng conditions exist: (Al so see 1-3.4b for
addi ti onal exceptions)

(i) Seating space on the schedul ed contract flight
Is not available in tine to acconplish the purpose of travel, or use
of contract service would require the traveler to incur unnecessary
overni ght | odgi ng costs which would increase the total cost of the
trip; FTR 301-10.107a

(ii) The contract’s flight schedule is inconsistent
with explicit policies of individual Federal departnents and agencies
or other mandatory users of scheduling enployee travel during normnal
wor ki ng hours; FTR 301-10.107b

(ti1) A non-contract carrier offers a lower fare
avai |l able to the general public, the use of which wll result in a
| ower total trip cost to the Governnent or other mandatory user. This
determ nation should be based on a cost conparison to include the
conbi ned cost of transportation, |odging, neals, and rel ated expenses.
Thi s exception does not apply if a contract carrier offers a
conparabl e fare and has seats available at that fare, or if the | ower
fare offered by a non-contract carrier is restricted to Governnent and
mlitary travelers on official business and may only be purchased with
a contractor issued charge card or centrally billed account (e.g. YDG
MDG ODG VDG and simlar fares); FTR 301-10.107c

(iv) Rail service is avail able, and such service is
cost effective and is consistent with the mssion; or FTR 301-10.107d

(v) Smoking is permtted on the contract flight and
t he non snoking section of the aircraft for the contract flight is not
acceptable to the traveler. FTR 301-10. 107e

(2) Liability for Unauthorized Use of a Non-Contract
Carrier. Wien contract service is available and the travel er does not
neet one of the exceptions for required use,
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any additional costs or penalties incurred by the traveler resulting
from unaut hori zed use of non-contract service are borne by the
travel er. FTR 301-10.109

(3) Personal Use. Contract passenger transportation
service(city-pair fares)may not be used for personal travel. FTR 301-
10.110 and FTR 301-73. 202

See 1-15.27 for exception approval procedures for use of noncontract
carriers.

b. Reduced Rat es.

(1) Use of Special Lower Fares.

(1) Through-fares, special fares, conmutation
fares, excursion fares, and reduced rate round-trip fares (non-
contract fares) shall be used for official travel when it can be
determ ned before the start of a trip that this type of service is
practical and econom cal to the Governnment. Round-trip tickets for
special lower fares which are restricted or have specific eligibility
requi rements shall be secured only when, on the basis of the journey
as planned, it is known or can be reasonably anticipated that these
tickets will be used. The use of special |lower fares under these
provi sions does not take precedence over the nmandatory use of contract
air fares between selected city-pairs as prescribed in paragraph
b(1)(ii) of this section. FTR 301-10.108 All requests for use of
special fares nust be justified in advance of the travel and approved
by the Authorizing Oficial on a DL 1-2024, Request and Authorization
for Exception from Standard Contract Terns for Cty-Pair Service or an
equi val ent fornf nmenorandum |In instances where travelers, who could
not have anticipated the cancellation or rescheduling of the TDY
assignnent, are penalized by the airline, and the use of a special
fare was approved on a DL 1-2024 or an equival ent form nenorandum the
Departnent will pay any penalty charged by the carrier. However, the
Departnent wll not pay any penalty when the cancell ation or
rescheduling of the flight was a result of the negligence of the
traveler or for the interest or benefit of the traveler. Travelers
who acquire a special fare ticket without a properly executed DL
1- 2024 or an equivalent form nmenorandumare financially liable for any
penalty resulting froma cancellation or rescheduling of the trip,
regardl ess of whether the trip was cancel ed or reschedul ed for
of ficial or personal reasons.
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Aut hori zing and Approving Oficials are required to review the
DL-1-2024 or an equival ent forn menorandum before signing it to
determ ne whether the use of the special |ower fares are justified
when conpared to the contract city-pair rates. Travelers are required
to surrender a copy of the approved justification formto the Travel
Managenent Center (TMC) before receiving their transportation ticket.
In all cases, when a special fare is used, travelers nust note the

di scount fare in the agent's valuation columm on the front of their
travel voucher (SF 1012) or in the coments section when Travel
Manager software is used.

(i1i) For the use of contract air carriers for
official travel between certain cities/airports, all agencies shal
follow the policies, procedures, and requirenents provided in Part 15,
Subpart B.

(2) Reduced G oup or Charter Fares Ofered by Travel
Agent s. Reduced fares for group or charter arrangenents avail abl e
only through travel agents may be used by individuals or a group of
enpl oyees provided an adm nistrative determ nati on has been nade by
t he agency on a case-by-case basis before the travel that use of the
reduced group or charter fares will result in a nonetary savings to
the Governnment and will not interfere with the conduct of official
busi ness. FTR 301-70.102b(2) In such instances, if paynent for
transportation nust be nmade to the travel agent, the travel er shal
pay for the transportation fromhis/her own funds (see Part 10) and
shal |l obtain a receipt when required under 1-11.3c, which shal
acconpany hi s/ her voucher along with a copy of the required
adm ni strative determnation. Reinbursenent shall not exceed the cost
of accommodati ons aut horized under 1-3.3. FTR 301-10. 111

(3) Infrequent Traveler - Use of Unauthorized Travel
Agent. The infrequent travel er, unaware of the general prohibition
agai nst the use of travel agents, who inadvertently purchases
transportation with personal funds and/or froma travel agent (other
than froma CGovernnent contracted TMC) without the required advance
adm ni strative approval, may be granted an exception to the preclusive
provi sions on a one-tine basis and may be paid for the travel costs
I ncurred not-to-exceed the cost which would have been properly
chargeable to the Governnment if the transportation service had been
pur chased under the city-pair program In such cases, the traveler
wi |l be advised that recurrence of such use of travel agents wll
result in denial of reinbursenent unless it can be denonstrated that
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the traveler had no alternative. |In order to be reinbursed, the
enpl oyee shall submt a witten request to the Authorizing Oficial
detailing the specifics of the cash purchase. |f the Authorizing

Oficial concurs, the official wll so indicate on the request and
forward it to the appropriate Servicing Finance Ofice (SFO for
approval and action. A copy of the authorization shall be naintained
by the SFOto ensure conpliance with the one-tine lifetine limtation.
FTR 301-50.1 In the case of an invitational traveler, infrequent
travelers, and interviewers, an agency can determ ne to nmake ful
paynment when circunstances warrant. FTR 301-72.203

C. Unequal Fares Available. Except as provided in Part 15,
Subpart B, when common carriers furnish the sane nethod of travel at
different fares between the sane points for the sanme type of
accommodati ons, the | owest cost service shall be used unless use of a
hi gher cost service is admnistratively determ ned by the Authorizing
Oficial to be nore advantageous to the Governnent. (See 1-2.2c.) FTR
301-10. 112

1-3.5 Unused, Downgraded, Canceled, or Oversold Transportation
Services.

a. Unused or Downgraded Tickets, or Cancel ed Reservations.
Travelers are required to follow the guidelines in this paragraph on
unused passenger transportation services and accommodations: (FTR 301-
72.101)

(1) Wen a traveler knows that reservations for
transportation and/ or accomodations will not be used, the traveler
must cancel the reservations, either personally or through the
appropriate TMC office handling agency travel arrangenents, within the
tinme limts specified by the carrier. |f the official approving the
travel voucher determnes that tinely cancellation could have been
made or that the reason the enployee failed to use the reserved space
was due in part to the enployee's negligence, the traveler wll be
required to bear the cost of all penalties or charges assessed by a
carrier for failure to cancel the reservation within the required tine
limt. Travelers should retain a copy of unused canceled tickets or
ot her docunents and forward themto their SFO Simlarly, if the
transportation is furnished by the Governnent and it is different, or
of a lesser value than that authorized on the ticket, or where a
journey is termnated short of the destination specified on the
transportation request, the Governnent is due a refund. The traveler
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shall report these facts to the SFO imediately upon return fromthe
travel assignnent. Al adjustnents in connection with unfurnished or
unused passenger transportation nust be pronptly reported to prevent

| osses to the Governnent. Failure of travelers to follow these
procedures may subject themto liability for any resulting | osses. FTR
301-10. 113

(2) As provided in 41 CFR 101-41-209-2, travelers are
not authorized to receive refunds, credits, or any other negotiable
docunents fromcarriers for unfurnished services or unused tickets (or
portions thereof) paid for directly by the Governnent. Instead, the
travel er should request a receipt or ticket refund application or
other witten acknow edgnent of fare adjustnment fromthe carrier and
furnish the carrier a "bill charges to" address. FTR 301-72.300c Al
unused tickets (including portions thereof), coupons, exchange orders,
refund recei pts or applications, notices of fare adjustnents, etc.,
and the factual information relating to the unused passenger
transportation nmust entered on the travel voucher. In any case where
Itineraries are changed or trips are canceled after tickets have been
I ssued to the traveler, a statenent shall be entered on the travel
voucher that all tickets have been either used for official purposes
or all unused tickets, or portions thereof, have been properly ac-
counted for and attached to the voucher. (See also 1-1.103a and
1-11.5c(l).) However, any charges billed directly to the travelers
i ndividually billed Governnment charge card should be credited to the
travel ers account. FTR 301-10.115 Airline paynents to volunteers are
di sti ngui shabl e from deni ed boardi ng conpensati on (paynents) under c.,
bel ow, whereas penalty paynents are due the Governnment. (See 59 Conp.
Gen. 203.) FTR 301-10.114, FTR 301-10.115, FTR 301-52.16, FTR 301-
72.300a, and FTR 301-72. 300d

b. Oversold Reserved Accommopdati ons (Deni ed Boarding).
Tariff provisions of certain scheduled air carriers require the pay-
ment of |iquidated danages in certain situations if the carrier fails
to provide confirmed reserved space. Wen paynent of |iquidated
damages results fromtravel on official business, these penalty
paynents are due the Governnent and not the traveler. Any travel er who
has been deni ed confirned reserved space shall ensure that the carrier
shows the "Treasurer of the United States" as payee on the
conpensation check and shall forward the paynent to the appropriate
SFO (See 41 CFR 101-41.209-4.) The paynent of deni ed boarding
conpensation to the Treasurer of the United States is a Governnent
requirenent and is no reflection on the air carrier. In no case wl |
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the travel er accept a check showi ng the travel er as payee. The
travel er shoul d acknow edge recei pt of the check payable to the
Treasurer of the United States and copy of the acknow edgnent shoul d
be sent by the traveler to the appropriate SFO The travel er should
retain a copy of unused cancel ed tickets or other docunents and attach
themto the travel voucher when submtting it to the appropriate SFO
These paynents shall be deposited by the agency in accordance with
Departnent of Treasury requirenents and credited to m scel |l aneous
recei pt account 1699 "M scel | aneous D vi dends and Ear ni ngs Not

O herwise Cassified." (See also 1-1.103 and 41 CFR 101-25.103-2.) FTR
301-10. 116 and FTR 301-72. 300b

C. Vol untary Vacating of Reserved Airline Accommbdati ons.
Airlines are required to ask for volunteers to give up their reserved
seats before the airline denies boarding to any passenger with a
reservation. Airlines are free to determne the anount to be paid to
the volunteer. Enployees who voluntarily give up their seats nay
retain these paynents only under the follow ng conditions. Enployees
shoul d not voluntarily give up their seats if it will interfere with
the performance of official duties. |If an enployee voluntarily gives
up his/her reserved seat and, as a result, incurs additional travel
expenses beyond those which he/she would have normally incurred, these
addi ti onal expenses nust be offset against the paynent received by the
enpl oyee. If the enployee's travel is delayed during official duty
hours, the enpl oyee woul d be charged annual |eave for the additional
hours. FTR 301-10.117 Airline paynents to volunteers are
di sti ngui shabl e from deni ed boardi ng conpensati on (paynents), wherein
penalty paynents are due the Governnent. (See "b" above.)

d. Agency Responsibilities. Agencies/SFO s are responsible
for processing unused, partially used, and exchanged ti ckets:

(1) For unused or partially used tickets purchased by
TMCs with GIRs, the agency/ SFO nust obtain the unused or partially
used ticket fromthe traveler, issue a form SF 1170 “Redenpti on of
Unused Ticket” to the airline that issued the ticket, maintain a
suspense file to nonitor the airline refund, and record and deposit
the airline refund upon receipt. See 41 CFR 101-41.210 for policies
and procedures regarding the use of the SF 1170.

(2) For unused or partially used tickets purchased under
centrally billed accounts (e.g. Job Corp), the agency nust obtain the
unused ticket fromthe traveler, returnit to the issuing TMC office
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that furnished the airline ticket, obtain a receipt indicating a
credit is due, and confirmthat the value of the unused ticket has
been credited to the centrally billed account.

(3) For exchanged tickets purchased by TMCs with GIRs,
t he agency/ SFO nust obtain the airline refund application or receipt
fromthe traveler and maintain a suspense file to nonitor the airline
refund. For additional guidance, see 41 CFR 101-41. 210.

(4) For exchanged tickets purchased under centrally
billed accounts (e.g. Job Corp), the agency nust obtain the airline
receipt fromthe traveler showing a credit is due the agency, and
ensure that the unused portion of the exchanged ticket coupon is
credited to the centrally billed account. FTR 301-72. 301

(5) See paragraph a.(2) of this section for required
traveler's statenent intended to highlight and facilitate control of
unused tickets.

1-3.6 Use of United States Flag Carriers.

a. Travel by United States Flag Ships. Section 901 of the
Merchant Marine Act of 1936 (46 U.S.C. 1241(a)) provides: Any officer
or enpl oyee of the United States traveling on official business
overseas or to or fromany of the possessions of the United States
shall travel and transport his/her personal effects on ships
regi stered under the laws of the United States where such ships are
avai | abl e unl ess the necessity of the mssion requires the use of a
ship under a foreign flag. Provided that the GSA Board of Contract
Appeal s shall not credit any all owance for travel or shipping expenses
incurred on a foreign ship in the absence of satisfactory proof of the
necessity therefor.

b. Use of United States Flag Air Carriers.

(1) Definitions. As used in this section, the
follow ng definitions apply:

(1) US Flag Air Carrier Service. US flag air
carrier service is service provided on an air carrier which holds a
certificate under 49 U S. C 41102 (but does not include a foreign
carrier operating under a permt) and which service is authorized
either by the carrier's certificate or by exenption or regulation.
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US flag air carrier service also includes service provided under a
code share agreenent with a foreign air carrier in accordance with
Title 14, Code of Federal Regul ations when the ticket, or
docunentation for an electronic ticket, identifies the U S. flag air
carrier's designator code and flight nunber. FTR 301-10.133 and FTR
301-10. 134

(ii) United States. For purposes of the Fly
America Act, "United States" neans the 50 States, the District of
Col unbia, and the territories and Possessions of the United States (49
U.S. C 40102. FTR 301-10.131

(2) Ceneral Requirenents of the Fly Anerica Act.
Anyone whose air travel is financed by the U S. Governnent funds
unl ess exenpt for reasons enunerated bel ow are covered. FTR 301-10.132
Travelers are required by 49 U. S.C. 40118, commonly referred to as the
"Fly Arerica Act," to use U S. flag air carrier service for all air
travel funded by the U S. Governnent, except as provided in 1-3.6b.3
and 1-3.6b.4 or when one of the follow ng exceptions applies: FTR
301-10. 106 and FTR 301-70. 102b( 6)

(i) Use of a foreign air carrier is determned to
be a matter of necessity in accordance wth 1-3.6b.5; or

(ii) The transportation is provided under a
bilateral or nultilateral air transportation agreenent to which the
United States Governnment and the governnent of a foreign country are
parties, and which the Departnent of Transportation has determ ned
neets the requirenents of the Fly Anerica Act; or

(ii1) The traveler is an officer or enployee of the
Departnent of State, United States Information Agency, United States
I nt ernati onal Devel opnent Cooperation Agency, or the Arns Contr ol
D sarmanent Agency, and your travel is paid with funds appropriated to
one of these agencies, and travel is between two places outside the
United States; or

(iv) No U S flag air carrier provides service on a
particular leg of the route, in which case, foreign air carrier
service may be used, but only to or fromthe nearest interchange point
on a usually traveled route to connect with U S. flag air carrier
service; or
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(v) AUS flag air carrier involuntarily reroutes
your travel on a foreign air carrier; or

(vi) Service on a foreign air carrier would be
three hours or less, and use of the U S flag air carrier would at
| east doubl e your en route travel tinme; or

(vii) Wien the costs of transportation are
rei mbursed in full by a third party, such as a forei gn governnent,
I nternational agency, or other organization. FTR 301-10.135

(3) Exceptions. Certain exceptions to the Fly America
Act requirenents apply when flying between the United States and
anot her country. They are:

(1) If aUS flag air carrier offers non stop or
direct service (no aircraft change) fromthe traveler’'s origin to the
destination, the traveler nust use the U S. flag air carrier service
unl ess such use woul d extend the traveler’s travel tinme, including
delay at origin, by 24 hours or nore.

(ii) If aUS flag air carrier does not offer non
stop or direct service (no aircraft change) between origin and
destination, the traveler nust use a U S. flag air carrier on every
portion of the route where it provides service unless, when conpared
to using a foreign air carrier, such use woul d:

(A) Increase the nunber of aircraft changes the
travel er must nmake outside of the U S. by 2 or nore; or

(B) Extend travel tinme by at |east 6 hours or
nore; or

(© Require a connecting tine of 4 hours or
nore at an overseas interchange point. FTR 301-10.136

(4) Exception - Qutside U.S. Exceptions to the Fly
Amrerica Act requirenments apply when travel is solely outside the
United States, and a U S. flag air carrier provides service between
origin and destination when such use woul d:

(1) Increase the nunber of aircraft changes you
must nake en route by 2 or nore; or

7-1-81



JUNE 2000 DLMS- 7

(i1i) Extend travel tine by 6 hours or nore; or

(ii1) Require a connecting tine of 4 hours or nore
at an overseas interchange point. FTR 301-10. 137

(5) Foreign Air Carrier Service Deened a Matter of

Necessi ty.

(i) Foreign air carrier service is deened a
necessity when service by a U S. flag air carrier is avail able, but

(A) Cannot provide the air transportation
needed; or

(B) WIIl not acconplish the agency's m ssion.

(i11) Necessity includes, but is not limted to, the
foll owi ng circunstances:

(A) Wien the agency determ nes that use of
a foreign air carrier is necessary for nedical reasons, including use
of foreign air carrier service to reduce the nunber of connections and
possi bl e delays in the transportation of persons in need of nedical
treatnment; or

(B) Wien use of a foreign air carrier is
required to avoid an unreasonable risk to the traveler’s safety and is
approved by the agency (e.g., terrorist threats). Witten approval of
the use of foreign air carrier service based on an unreasonable risk
to the traveler’s safety nust be approved by the agency on a case by
case basis. An agency determ nation and approval of use of a foreign
air carrier based on a threat against a U S. flag air carrier nust be
supported by a travel advisory notice issued by the Federal Aviation
Adm ni stration and the Departnent of State. An agency determ nation
and approval of use of a foreign air carrier based on a threat against
Gover nnent enpl oyees or other travel ers nust be supported by evidence
of the threat(s) that formthe basis of the determ nation and
approval ; or

(C Wen the travel er cannot purchase a
ticket in the authorized class of service on a U S. flag air carrier,
and a seat is available in the authorized class of service on a
foreign air carrier. FTR 301-10.138
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(6) Use of Foreign Air Carrier Based on Cost. Foreign
air carrier service may not be used solely based on the availability
of a lower cost ticket. FTR 301-10.139

(7) Use of Foreign Air Carrier Based on Preference or
Conveni ence. Travelers nmay not use a foreign air carrier based solely
on preference or it is nore convenient for the agency or the traveler.
FTR 301- 10. 140.

(8) Certification Required - Foreign Carrier Used.
Travel ers nmust provide certification and any ot her docunents required
by the agency when a Foreign Carrier was used. Agenci es cannot pay
foreign air carrier fare wwthout the required certification provided
by the traveler. FTR 301-10.141

The certification nust include:
(i) Nane;
(ii) Dates travel ed;
(ti1) Oigin and the destination of travel;

(iv) Adetailed itinerary of travel, nane of the
air carrier, and flight nunber for each leg of the trip; and

(v) A statenent explaining why traveler nmet one of
the exceptions in 1-3.6b.2, 1-3.6b.3, or 1-3.6b.4 or a copy of your
agency’'s witten approval that foreign air carrier service was deened
a matter of necessity in accordance with 1-3.6b.5. FTR 301-10. 142

(9) Liability - Inproper use of a Foreign Air Carrier.
The traveler will not be reinbursed for any transportation cost for
which foreign air carrier service was inproperly used. |f the

traveler is authorized by the agency to use U S. flag air carrier
service for the entire trip, and the traveler inproperly used a
foreign air carrier for any part of or the entire trip (i.e., when not
permtted under this regulation), the transportation cost on the
foreign air carrier will not be payable by the agency. |f the agency
aut hori zes use of an U S. flag air carrier service for part of the
trip and foreign air carrier service for another part of the trip, and
the traveler inproperly used a foreign air carrier (i.e., when neither
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authori zed to do so nor otherwi se permtted under this regul ation),
the agency wll pay the transportation cost on the foreign air carrier
for only the portion(s) of the trip for which the traveler was
authorized to use foreign air carrier service. The agency nust
establish internal procedures for denying reinbursenent to travelers
when use of a foreign air carrier was neither authorized nor otherw se
permtted under this regulation.

FTR 301- 10. 143
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CHAPTER 1. GENERAL TRAVEL REGULATI ONS

PART 4. PRIVATELY-OWNED CONVEYANCES

1-4.1 Basic Rules.

a. Perm ssive Use of a POV. A POV may be used when it is
aut hori zed by the agency as bei ng advantageous to the Governnent. FTR
301-10.300 Alternatively, a traveler may elect to use a POV rather
t han the node aut hori zed. However:

(1) Reinbursenent will be limted to the constructive
cost of the authorized nethod of transportation, which is the sum of
per diem and transportati on expenses the enpl oyee woul d reasonably
have i ncurred when traveling by the authorized nethod of
transportation; and

(2) Charge leave for any duty hours that are m ssed as a
result of travel by POV. FTR 301-10.300 and FTR 301-70. 105

b. M | eage Paynents. Wen enpl oyees and ot hers rendering
service to the Governnent use privately-owned notor vehicles or
airplanes in the conduct of official business within or outside their
desi gnated posts of duty or places of service and such use is
aut hori zed or approved as advantageous to the Governnent or as an
aut hori zed or approved exercise of the enployee's preference, paynent
shall be nade on a m | eage basis unless paynent on an actual expense
basis is specifically authorized by law. FTR 301-70. 102e

C. D st ance Measurenents.

(1) Autonobile and Mdtorcycle Travel. Wen
transportation is authorized or approved by privately-owned
not orcycl es or autonobiles, distances between points travel ed shall be
as shown in standard hi ghway m | eage guides or actual mles driven as
determ ned from odoneter readings. (Actual odoneter readi ngs need not
be shown on the travel voucher.) Any substantial deviation from
di stances shown in the standard hi ghway m | eage gui des shall be
explained. The mleage rate as authorized or approved may be paid
from what ever point the enpl oyee or other person rendering service to
t he Governnent begins the journey. FTR 301-10.301 and FTR 301-10. 304
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(2) Airplane Travel. The air m | eage between the
origin and destination airports, as determned fromairways charts
| ssued by the National Cceanic and At nospheric Adm nistration,
Departnent of Conmerce shall be reported on the rei nbursenent voucher
and shall be used in conputing for the use of a privately-owned
airplane. |If a detour was necessary because of adverse weat her,
mechani cal difficulty, or other unusual conditions, the additional air
m | eage may be included in the mleage reported on the rei nbursenent
voucher and, if included, it nust be explained. Wen an official
requi rement for deviation fromdirect route travel is such that airway
m | eage charts are not adequate to determne m |l eage, the fornula of
flight time nultiplied by cruising speed of the airplane may be the
basis for mleage determ nations. FTR 301-10. 302

d. QO her Allowable Costs. Reinbursenent for parking fees;
ferry fees; bridge, road and tunnel fees; and airplane parking,
| andi ng, and tie down fees shall be allowed in addition to the m | eage
al l onance unless the travel orders or other adm nistrative
determ nations restrict such all owance. Non-rei nbursabl e expenses
I ncl ude charges for repairs, depreciation, replacenents, grease, oil,
antifreeze, towage, and simlar specul ative expenses. FTR 301-10. 304
Rei mbur senent for parking fees is governed by the follow ng:

(1) Parking at Tenporary Duty Site. Wen the use of an
autonobile is authorized as advantageous to the Governnent and street
parking i s unavail able, enployees will be reinbursed for parking at a
TDY site. Were managenent has authorized common carrier or taxicab
as the nost advantageous nethod of transportation and enpl oyees as a
matter of personal preference use a POV, reinbursenent for parking,

m | eage, and other travel costs are limted to the cost of the
aut hori zed nethod of transportation (See 1-2.3a(l)).

(2) Parking at Oficial Duty Station.

(i) Daily Parking. Enmployees who park their POV s
on commercial parking lots at or near their regular place of work and
pay for the parking on a daily basis will be reinbursed the cost of
par ki ng on those days managenent authorizes the use of the POV for
of ficial business.

(ii) Monthly Parking. Were nmanagenent determ nes
that an enpl oyee who rents a parking space at or near the office on a
nont hly basi s does so because of the need to have a POV avail able for
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of ficial business, the enployee wll be reinbursed a prorated share of
the nmonthly rental on those days the enpl oyee both uses the parking
space and managenent authorizes the use of the POV for official

busi ness. The formula for determning the daily rate is to divide the
total parking cost by the nunber of days during the rental period the
par ki ng space is available. (See 47 Conpt. CGen. 219 and

51 Conpt. Gen. 79)

1-4.2 When Use of a Privately-Owned Conveyance Is Advantageous to
the Government. The use of a POV, autonobile or notorcycle, shall be
authorized only when its use is advantageous to the Governnent. A
determ nation that the use of a POV is advantageous to the Governnent
shal | be preceded by a determnation that transportation by comon
carrier or a Governnent-owned vehicle (GOV) is not available or woul d
not be advantageous to the Governnent. FTR 301-70.102c(1) Were an
enpl oyee has conpleted a DL 1-289, Request for Approval of GSA Vehicle
Option or Exenption or an equival ent form nmenorandum in accordance
with DLMS-2, Chapter 1500, and elects to use a POV and the use has
been approved by managenent, the use of the POV shall be considered to
be advant ageous to the Governnent, as long as it has been determ ned
that transportation by autonobile is the nost advantageous nethod of
conpleting the travel. Enployees may not be required to use their
POV's for Governnent business, unless they conpleted a DL 1-289,
Request for Approval of GSA Vehicle Option or Exenption or an
equi val ent form nmenorandum and elects to use their POV. (See 1-
2.2d(2)(iv))and 1-4.4 These enpl oyees may request to use a GSA
vehicle, or to rent a vehicle froman authorized commercial renta
agency for trips involving one or nore passengers. FTR 301-70.102c(1)
The use of a POV may be authorized as advantageous to the Gover nnment
inlieu of a GOV when safety involving air bags is an issue and the
traveler’s POV is otherw se equi pped.

a. Aut hori zed M| eage Rei nbursenent Rates. Wen the use of
a privatel y-owned conveyance is authorized or approved as advant ageous
to the Governnment for the performance of official travel, either
Within or outside the United States, as provided in 1-2.2d(3),
rei mbursenment to the traveler shall be at the m|eage rates prescri bed
in this paragraph. The rates included are those in effect as of the
publication date of this Chapter. Current rates can be accessed
through the Internet. The address is http://ww.gsa.gov/travel.htm
FTR 301- 10. 303 and FTR 301-70. 102e
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(1) For use of a privately-owned autonobile: 31 cents
per mle or current rate;

(2) For use of a privately-owned airplane: 85 cents per
mle or current rate; and

(3) For use of a privately-owned notorcycle: 25 cents
per mle or current rate.

b. Special Rule Wien Permanent Duty Travel |Is Involved.
The regul ati ons contai ned el sewhere in DLMS 7-2 shall apply when
privatel y-owned autonobiles are used in connection with enpl oyees'
per manent changes of station, when the appoi ntees or student trainees
described therein travel to their first permanent duty stations, or
when enpl oyees return from posts of duty outside the continental
United States to places of actual residence for separation.

C. To and From Commbn Carrier Termnals and Ofice.

(1) Round-Trip Instead of Taxicab to Carrier Term nals.
| nstead of using a taxicab under 1-2.3c, paynent on a m |l eage basis at
the rate of 31 cents per mle or current rate and other all owable
costs as set-forth in 1-4.1c shall be allowed for the round-trip
m | eage of a privatel y-owned aut onobil e used by an enpl oyee going from
ei ther the enpl oyee's hone or place of business to a termnal or from
a termnal to either the enployee's hone or place of business.
However, the anount of reinbursenment for the round trip shall not in
ei ther instance exceed the taxicab fare, including tip, allowable
under 1-2.3c for a one-way trip between the applicable points. FTR
301-70. 102d

(2) Round-Trip Instead of Taxicab Between Resi dence and
Ofice on Day of Travel. Instead of using a taxicab under 1-2.3d (in
connection with official travel requiring at | east one night's
| odgi ng), paynent on a mleage basis at the rate of 31 cents per mle
or current rate and other allowable costs as set-forth in 1-4.1c shal
be allowed for round-trip mleage of a privately-owned autonobile used
by an enpl oyee going fromthe enployee's residence to the enpl oyee's
pl ace of business or returning fromthe place of business to the
resi dence on a day travel is perforned. However, the anount of
rei mbursenment for the round trip shall not exceed the taxicab fare,
including tip, allowable under 1-2.3d for a one-way trip between the
poi nts involved. FTR 301-10.306 and FTR 301-70.102d
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(3) Privately-Omed Conveyance Used to Transport O her
Enpl oyees Between Residence, Ofice, and Common Carrier Termnals.
Paynment under paragraphs c(1) and (2) of this section may be nade
W thout the taxicab fare limtation when the privately-owned
conveyance used by the enployee for official travel is also used to
pick up and transport one or nore additional enployees traveling
bet ween hone, office, and common carrier termnals incident to a
tenporary duty assignnent. Enployee participation under this
provision is voluntary. FTR 301-10. 307

(4) Parking Wien Autonobile Is Left at Termnal. The
fee for parking an autonobile at a comon carrier term nal or other
parking area while the traveler is away fromhis/her official station
shall be allowed only to the extent that the fee plus the allowabl e
rei mbursenment to and fromthe termnal or other parking area does not
exceed the estimated cost for use of a taxicab to and fromthe
term nal under the provisions of
1-2.3c. FTR 301-10. 308

1-4_3 Personal Preference - Use of a Privately-Owned Vehicle
Instead of Common Carrier Transportation.

Whenever a privatel y-owned conveyance is used for officia
purposes as a matter of personal preference instead of common carrier
transportation under 1-2.2d, paynent for such travel shall be nade on
the basis of the actual travel perforned, conputed under 1-4.1 at the
mleage rate prescribed in 1-4.2a plus the per diemall owable for the
actual travel. The total allowable shall be Iimted to the total con-
structive cost of appropriate and/or authorized comon carrier
transportation including constructive per diemby that nethod of
transportation. FTR 301-10.310 Constructive cost of transportation
and per diem by comon carrier shall be determ ned under the foll ow ng
rul es:

a. Mode of Travel to be Used for Conpari son

(1) Airplane. The mleage paynent shall not exceed the
constructive cost of coach-class airline accommopdations, as defined in
1-3.3d(2) (i) of this chapter, on a commercial air carrier. |If trave
Is between a city/airport pair for which air carrier service is
provi ded under contract with GSA, the constructive cost is limted to
the appropriate contract air fare. |If no air carrier is under
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contract with GSA to provide service between a particular city/airport
pair, the constructive cost is limted to the | owest unrestricted
coach-cl ass fare provided by a conmercial air carrier serving that
city/airport pair. For purposes of this provision, coach-class
accommodati ons are considered to be provided by a carrier when they
are schedul ed on flights serving origin and destination points,
regar dl ess of whether space would actually have been avail abl e had the
traveler used air transportation for the official travel.

(2) Train. Wen the air acconmopdati ons described in
paragraph a(1l) of this section are not provi ded between the origin and
destination points, the mleage paynent shall be [imted to the
constructive cost of coach-class train acconmodations for the travel
perfornmed. The constructive cost conparison also nay be nmade with
rail transportation, even though comercial air accommodations are
provi ded between the city/airport pair, when an admnistrative
determnation is nmade that such conparison, including related per
diem is nore economcal, and the travel order or other admnistrative
directive so provides. The constructive cost conpari son nmay be
limted to the cost of extra fare service as defined in section 1-
3.3b(2)(iv) of this chapter only when extra fare service has been
aut hori zed as advant ageous to the Governnent. FTR 301-70.102b(3)

(3) Bus. Wen neither air nor rail accomodations are
provi ded, the m| eage paynent shall be [imted to the constructive
cost of bus transportation.

b. Transportation Costs to be Considered in Addition to

Fares. In determning the constructive conmon carrier cost, there
shal |l al so be included the usual transportation costs to and fromthe
common carrier termnals. |In addition, the cost of excess baggage

shal |l be included when it woul d have been allowed had the traveler
used the carrier upon which the constructive transportation costs are
determ ned, provided the traveler certifies as to the weight of the
baggage or presents other acceptable evidence of its weight.

C. Per Diem Al l owance. The constructive per diemshall be
t he anount which woul d have been allowable if the travel er had used
the carrier upon which the constructive transportation costs are
det er m ned.

d. Use of Actual and Reasonable Schedules. |In making the
foregoi ng constructive cost conparisons of transportation, schedul ed
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departure and arrivals of planes, trains, and buses at unreasonabl e
hours shall be disregarded. (For this purpose, "unreasonable hours"
means those which would unduly inconveni ence the travel er or adversely
affect the enpl oyee's safety, or which would result in unduly

I ncreasi ng the constructive per diem)

1-4.4 Commitment to Use a Government-Furnished Automobile.
Agenci es shoul d obtain commtnents from enpl oyees who are expected to
perform extensive autonobile travel on official business whether they
w || use Governnent-furni shed aut onobil es or whether they will elect
to use privatel y-owned conveyances. The proper formfor this

decl arati on and approval is DL 1-289, Request for Approval of GSA
Vehi cl e Option or Exenption or an equival ent fornf menorandum  Such
commtnments wll be for periods of tinme which warrant the nmaking of
arrangenents for supply of Governnent-furni shed autonobiles, and

comm tment changes shall be made in sufficient tinme in advance of
their effective dates to permt arrangenents to be made for ac-

qui sition or disposal of Governnent-furnished autonobiles as required.
An enpl oyee who is commtted to use a Governnent-furni shed autonobil e
shall not be authorized rei nbursenent for use of a privately-owned
conveyance instead of a CGovernnent-furnished aut onobile; except that,
I f such an enpl oyee occasionally uses his/her privately-owned
conveyance when a Governnent-furni shed autonobile is avail abl e,

m | eage reinbursenent limted to the cost of operating a

Gover nnent - f urni shed vehicle (fixed costs excluded as provided in
paragraph "c" of this section) nmay be authorized or approved. (See 1-
2.2d) FTR 301-70.102c

a. Factors to be Considered. Factors that shoul d be
considered in determ ning whether to require an enployee to commt to
t he use of a Governnent autonobile are:

(1) The advantages of using a Governnent autonobile.
Such advantages nmay include, but are not limted to:

(1) Full utilization or availability of fleet
vehi cl es;

(ii) Lower cost; and/or

(ii1) Oficial presence.

(2) The type of travel the enployee perforns. An agency
shoul d require such a comm tnent when an enpl oyee or group of
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enpl oyees requires the use of an autonobile for official travel on a
frequent or repetitive basis. FTR 301-70.104 and FTR 301-70. 102c(1)

b. Pl anning for Use of Governnent - Furni shed Aut onpbil es.
When use of a privatel y-owned conveyance is authorized or approved
under 1-2.2e even though use of a Governnent-furnished autonobile
woul d be nore advantageous to the Governnent, reinbursenent to the
enpl oyee shall be limted to the cost which would be incurred for use
of a Governnent-furnished autonobile. The normal rate of reinburse-
ment shall be that provided in paragraph "c” bel ow

C. Rei nbur senent Based on Governnent Costs. It has been
determ ned that the average m | eage cost for use of a Governnent--
furni shed autonobile for travel in the continental United States is
23.5 cents or current rate. Therefore, the mleage rate for
aut hori zed use of a privately-owned conveyance when use of a
Gover nnent - f ur ni shed aut onobil e woul d be nost advant ageous to the
Governnent shall be 23.5 cents or current rate. Exceptions to the
23.5 cent or current rate limtation nmay be authorized if an agency
determ nes that, because of unusual circunstances, the cost of
provi ding a Governnent - furni shed aut onobil e woul d be higher than 23.5
cents or current rate. |In such instances, the agency nay all ow
rei mbursenent at such higher rate within the rate stated in 1-4.2a for
advant ageous use that wll nost nearly equal the cost of providing a
Gover nnent - f urni shed autonobile in those circunstances. |In addition
to mleage for the distance all owed under 1-4.1b, the enpl oyee may be
rei mbursed for expenses authorized under 1-4.1c which woul d have been
incurred if a Governnent-furni shed vehicle had been used. FTR 301-

10. 310a and FTR 301-70. 102e

d. Parti al Rei nbursenent Wien Governnent Autonpbbile is
Avai l able. Wen an enpl oyee who is commtted to using a
Gover nnment - furni shed aut onobil e, or who because of the availability of
Gover nnent - f ur ni shed aut onobiles, would not ordinarily be authorized
to use a privately-owned vehicle instead of a Governnent-furnished
aut onobi | e, neverthel ess requests use of a privatel y-owned vehicl e,
rei mbursenment may be authorized or approved. The rate of
rei mbursenent shall be 10.5 cents per mle or current rate, which is
t he approxi mate cost of operating a Governnent-furni shed autonobil e,
fixed costs excluded. In addition, parking fees, bridge, road, and
tunnel fees are reinbursable. FTR 301-10.310b and FTR 301-70. 102c
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e. Zero Entitlenent. Wen the Governnent has free
transportation available (i.e., shuttle bus, the enployee can travel
as a passenger in a GOV driven by anot her enployee, etc.) and the
enpl oyee uses a privately-owned autonobile as a matter of persona
preference, reinbursenent for the use of the privately- owned
autonobile wll not be allowed. FTR 301-70.102e

1-4_.5 More Than One Person i1n Vehicle.

M | eage shall be payable to only one of two or nore enpl oyees
traveling together on the sane trip and in the sanme vehicle. No
deduction will be made fromthe mleage all owance if other passengers
contribute to defraying driving expenses. (See 1-11.5d.) FTR 301-

10. 305 and FTR 301-70.102e

1-4.6 Actual Expense Basis.

a. Used Only When Authorized by Law. Rei nbursenent on an
actual expense basis applies to rei nbursenent for use of a privately-
owned notorcycle, autonobile, or airplane only where such nethod of
rei mbursenment is authorized by |aw, otherw se, reinbursenent is to be
made under the provisions of 1-4.1
t hrough 1-4.5.

b. Conparative Cost Requirenent. The use of a privately-
owned vehicle on an actual expense basis, as distinguished froma
m | eage basis under 1-4.1 through 1-4.5, may be authorized or approved
provi ded the aggregate of allowabl e expenses plus any increased
subsi stence expenses through increased travel tinme or |ess subsistence
savi ngs through reduced travel tine, as the case nmay be, does not
exceed the cost of transportation avail able by common carrier.

c. Reinbursable Costs. For such travel on an actual expense
basis, the enployee shall be entitled to rei nbursenent of the cost of
gasoline, oil, garage, or hangar rent while officially detained en
route, and bridge, ferry, and other tolls. 1In determ ning the anount
of increased subsi stence expenses or subsistence savings for a given
period of time, the per diemrate naned in the travel order shall be
used. Charges for repairs, depreciation, replacenents, grease,
antifreeze, towage, and simlar specul ative expenses shall not be
all oned. (See 1-11.3c(7) and 1-11.5c(2).) FTR 301-70.102e
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CHAPTER 1. GENERAL TRAVEL REGULATI ONS

PART 5. BAGGAGE

1-5_.1 Definitions.

a. Baggage. The term "baggage" as used in this Chapter
means Governnent property and personal property of the traveler
necessary for official travel.

b. Excess Baggage. Baggage in excess of the weight, size,
or nunber of pieces that is carried free by transportation
conpani es shall be classed as excess baggage.

1-5.2 Authorization for Excess Baggage.

Wiere | ess-than-first-class acconmodati ons are used,
transportation of baggage up to the nunber of pieces or weight carried
free on first-class service shall be allowed at Governnent expense; in
all other instances, excess baggage charges shall be allowed only when
aut hori zed or approved. FTR -301-70. 301

1-5.3 Payment of Costs for Baggage.

a. Transportation Charges for Excess Baggage. As a general
rule, travelers shall be reinbursed charges for authorized excess. FTR
301-12.1 and FTR 301-12. 2a

b. Transfer of Baggage. Necessary charges for the transfer
of baggage shall be allowed. FTR 301-12.2b

c. Storage of Baggage. Charges for the storage of baggage
shall be allowed when it is shown that the storage was solely on
account of official business. FTR 301-12.2c

d. Checking and Handling of Baggage. Charges for checking
baggage shall be allowed. Charges or tips at transportation termnals
shall be allowed for handling Governnent property carried by the
traveler. FTR 301-12.2d and FTR 301-12. 2e

1-5_4 Stoppage in Transit.
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Care shoul d be taken to stop baggage that has been checked on
a ticket beyond the point where the traveler |eaves the carrier. |If
baggage cannot be intercepted or transferred and is carried through to
original destination on the unused portion of the ticket, ful
expl anation of the facts shall be nmade to the
SFO at the tine the unused ticket is forwarded for redenption, or the
expl anati on shall be shown on the voucher. Failure to observe this
rule shall result in any excess cost to the Governnent bei ng charged
to the enployee. Were the ticket was acquired with a governnent
contractor-issued charge card, the additional cost may be clained on
the travel voucher.

1-5.5 Requirement for Use of Least Costly Means of Shipment.

a. Sel ection of Transportation Service. Wen the total
wei ght of Governnent property and personal effects or other property
needed by the travel er exceeds the baggage al |l owance,
guantities in excess of the allowance shall be transported by a neans
that takes into consideration cost and m ssion requirenents.

b. Use of Governnent Bills of Lading. Express and freight
shi pnments shall be nade on Governnment bills of |ading unless such
handling wll interfere with the official purposes of the trip or
unless it is not practical. Charges on shipnments nade on Gover nnent
bills of |ading nmust not be paid by the traveler.
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CHAPTER 1. GENERAL TRAVEL REGULATI ONS

PART 6. COMMUNICATIONS SERVICES

1-6.1 Authorization.

Wien necessary, tel ephone, e-mail, Internet, teletype, tele-
graph, cable, radio service, and electronic facsimle my be used on
of ficial business. FTR 301-12.1 and FTR 301-70. 301

1-6.2 Type of Service Used.

a. Governnent Equi pnent. Wenever possible, official |ong
di stance tel ephone calls and other conmunications services shall be
t hrough the use of Governnent-owned and | eased equi pnent.

b. Use of Commercial Services. |f Governnent services are
not avail able, the | east expensive practicable type and class of com
nmerci al service shall be used. FTR 301-12.1

1-6.3 Reserved

1-6_.4 Official Communications.

a. Local Calls. Charges for |local tel ephone calls on
of ficial business shall be allowed as a transportation expense. (See
1-11.5a(1l) regarding entry of such calls on travel vouchers as a
transportation expense.) FTR 301-12.1

b. Reservation of Accommopdations. Charges for comrercia
communi cati on servi ces when necessary for reserving airplane, train,
or other transportation accomodations for official business are
transportati on expenses and nay be al |l owed when supported by a
satisfactory explanation. This includes calls to informa famly
menber or friend of a change in schedule in order to arrange
transportation froma termnal or other |ocation hone.

C. Use of Governnent Tel ephone Systens During Oficia
Travel. The Federal Tel ecommunications System (FTS) intercity network
and ot her Governnent -provided | ong di stance tel ephone services are to
be used only to conduct official business; i.e., if the call is
necessary in the interest of the Governnent. These networks are to be
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used for placenent of calls instead of the commercial toll network to
t he maxi mnum extent practicable. (See 1-6.2.) The Departnent has
determ ned that certain calls hone by enpl oyees away fromtheir
regul ar place of work are in the interest of the Governnent:

(1) Brief calls, but not nore than one per day, may be
made to an enpl oyee's hone or other location within the | ocal
commuting area of the enployee’s residence, to speak with famly
menbers or |oved one, while traveling on Gov't business for nore than one
ni ght. Note that when the travel er has access to the FTS at no additi onal
expense to the Governnment and calls placed by the famly nenber/| oved one
may not be reinbursed. Reinbursenent of commercial calls nade hone or
ot her location under this provisions is limted to five dollars per day
day inside CONUS. Calls made hone in conjunction with travel outside CONUS
are limted to five dollars per day, the sane as wwth calls nade inside
CONUS; however, in recognition of the fact that international calls can
I nvol ve a variety of special circunstances, enployees are allowed to
conbine their daily entitlenment provided that the total reinbursenent
cl ai mred does not exceed $35 in any week.

(2) Frequent travelers should be issued Governnent
calling cards to be used for Governnent business including (1) above.
There is a substantial cost advantage to the Governnent when a
Governnent calling card is used.

(3) Calls to locations other than the |ocal conmuting
area in lieu of such calls as described above in (1) may be rei nbursed
under certain circunstances. The enpl oyee nust assert that the need
to call a location other than the residence or other location in the
| ocal conmuting area was because the person being called was at the
other location primarily because the enployee was in travel status.

An exanple is that the famly nenber or |oved one is unable to remain
at the enpl oyee's residence because of health reasons. Another
exanple is calls to juvenile children living el sewhere. This
authority is not avail able when the individual being called wuld be
at anot her | ocation regardless of the enployee's travel status (e.g.,
on vacation). In such instances, the enployee's travel status did not
create the need for the call. This distinction is needed to preclude
rei nmbursenment for calls to a wide variety of individuals which have
nothing to do with the fact that the enployee was in travel status.

(4) Oficial calls to the traveler (as opposed to calls
made by the traveler) may be reinbursable if the use of a commercia
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system was ot herw se required and provided the costs are no greater
than had the calls been placed by the traveler.

1-6.5 Charges for Cell Phones and Electronic Processing.

a. Agencies may elect to authorize and approved TDY travel
expenses related to the use of Cell Phones based on efficiency
consi derations. DOL Agencies should provide internal guidance to
agency travelers prior to authorizing Cell Phone service.

b. Agencies may elect to authorize and approved TDY travel
expenses related to electronic transm ssion, such as nodem connecti on
charges. DOL Agencies should provide internal guidance to agency
travelers prior to authorizing such expenses.

1-6.6 Charges for Telegraph, Cable, Radio, and Facsimile Services.

a. Col | ect Servi ce. Oficial telegrans, cablegranms, and
radi ograns sent to Governnent offices having authorized charge
accounts shall be endorsed by the sender as "Oficial
Busi ness-Col | ect" unless otherw se directed by a designated authority.
Al'l others shall be prepaid.

b. Cash Paynent. \When "collect" service is refused,
paynent of the anount denanded shall be nade.
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CHAPTER 1. GENERAL TRAVEL REGULATI ONS

PART 7. PER DIEM ALLOWANCES
1-7.1 General. Part 7 applies worldw de (both within and outside
CONUS) except as specifically provided in this Part.

a. Eliqgibility for Per diem Travelers are eligible for per
di em al | owances (per diem or actual expenses)when:

(1) Oficial travel is perforned away fromthe officia
station, or other areas defined by the agency, such as travel
I ncident to a change of official station;

(2) The traveler incurs per diemexpenses while
performng travel; and

(3) The traveler is in a travel status for nore than 12
hours. FTR 301-11.1

A per diem all onance need not be paid when:

(1) Travel is related to a training event under the
Gover nment Enpl oyees Training Act (5 U S. C 4101-4118), and the
trai nee agrees not to be paid per diem expenses; or

(2) The interview ng agency does not authorize paynent
of per diem expenses in conjunction wth pre-enploynent interview
travel. FTR 301-11.3

b. Definitions. For purposes of this Part, the foll ow ng
definitions apply:

(1) Calendar Day. Calendar day neans the 24 hour
period fromone mdnight to the next mdnight. The cal endar day
technically begins one second after mdnight (reflected in this Part
as 12:01 a.m) and ends at 12: 00 m dni ght.

(2) CONUS. CONUS refers to the continental United
States, defined in 41 CFR 301-1.3(c)(6) as the 48 conti guous States
and the District of Colunbia. (See 5 U S. C. 5701(6).)
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(3) Destination Rate. Destination rate is the rate
applicable to the next |ocation where the enployee will perform
tenporary duty or where the enpl oyee makes an en route stopover to
obt ai n overni ght | odgi ng.

(4) Locality Rates. Locality rates are nmaxi num per
diemrates prescribed for specific localities. Specific locality
rates may pertain to cities and/or entire counties.

(5) Standard CONUS Rate. GCenerally, the standard CONUS
rate is prescribed for any location within CONUS that is not included
in one of the defined localities or areas for which a specific rate is
prescribed by GSA. (Rates can be accessed through the Internet at
http://ww. gsa.gov/travel .htm) The standard CONUS rate is al so
prescribed for all locations within CONUS when permanent change of
station travel is involved with the exception of authorized house
hunting trips.

(6) Per DiemAllowance. The per diemallowance (al so
referred to as subsistence allowance) is a daily paynent instead of
actual expenses for |odging (excluding taxes — CONUS only), neals and
rel ated incidental expenses (see paragraph "c" of this section). The
per diem allowance is distinguished fromtransportation expenses (see
Part 2 of this chapter) and other m scell aneous travel expenses (see
Part 9 of this chapter) FTR 300-3.1

c. Types of Expenses Covered by Per Diem The per diem
al | onance covers all charges, including service charges where
applicable, for the follow ng types of expenses

(1) Lodaging.

(1) The term "l odgi ng" includes expenses for
over-night sleeping facilities; baths; personal use of the room during
dayti me; and service charges for tel ephone (not usage charges), fans,
air conditioners, heaters, and fires furnished in roonms when such
charges are not included in the roomrate.

(1) The term "l odgi ng" does not include ac-
comodat i ons on airplanes, trains, buses, or vessels. The cost of
accommodat i ons furni shed aboard comon carriers is included in the
transportation cost and is not considered an expense covered by per
diem However, in determning the overall cost to the Governnent when
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aut hori zing the node of transportation to be used, the availability of
t hese accommodati ons shall be considered. FTR 300-3.1

(iti1) The term "l odgi ng" does not include | odging
taxes paid by the traveler. Lodging taxes are reinbursable as a
m scel | aneous travel expense |[imted to the taxes on reinbursable
| odgi ng costs. For exanple, if the agency authorizes a maxi nrum
| odgi ng rate of $50 per night, and traveler elects to stay at a hotel
that costs $100 per night, the traveler can only clai mthe anmount of
taxes on $50, which is the maxi num aut hori zed | odgi ng anmount. FTR
301-11.27 A traveler on official business, is required to pay
applicabl e | odgi ng taxes, unless such taxes are exenpted by the State
or local jurisdiction. FTR 301-11.28 Exenptions fromtaxes for
Federal travelers, and the fornms required to claimthem vary from
| ocation to |location. The GSA Travel Honepage
(http://www.policyworks.gov/travel) lists jurisdictions where tax
exenpt certificates should be honored. FTR 301-11.29

(2) Meals. Expenses for breakfast, l[unch, and dinner,
and related tips and taxes (specifically excluded are al coholic
beverage and entertai nment expenses, and any expenses incurred for
ot her persons). FTR 300-3.1 A neal provided by a common carrier or a
conplinmentary neal provided by a hotel/notel does not reduce per diem
rei mbursenent. FTR 301-11.17 Expenses incurred for foods which were
not a part of breakfast, lunch or dinner are not included in the neal
al l onance and are not all owabl e as a subsi stence expense, e.g.,
snacks, coffee breaks, etc.

(3) Incidental Expenses Included wthin Per D em

(i) Discretionary fees and tips to porters, baggage
carriers, bellhops, hotel maids, stewards or stewardesses and others
on vessels, and hotel servants in foreign countries;

(ii) Mailing costs associated with filing travel
vouchers and paynent of Governnent-sponsored charge card billings;

(ii1) Transportation between places of
| odgi ng or business and pl aces where neals are taken when there are
adequate eating facilities (i.e., a full service restaurant) within a
reasonabl e wal ki ng di stance of the places of |odging or business; and
FTR 300-3.1
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(i1v) Laundry and cl eaning and pressing of clothing
when travel is to a non- CONUS area.

d. Reinbursenent Methodol ogy. Per diemexpenses wll be
rei mbursed under one of the follow ng nethods for each day (or
fraction thereof) that the traveler is in a travel status:

(1) Lodgi ngs-plus per di em nethod;

(2) Reduced per di em nethod;

(3) Conference |odging allowance; or

(4) Actual expense nethod. FTR 301-11.5

1-7.2 Employee and Agency Responsibilities.

a. Enpl oyee Responsi bility.

(1) Duty to Exercise Care in Incurring Expenses. An
enpl oyee traveling on official business is expected to exercise the
sane care in incurring expenses that a prudent person woul d exercise
I f traveling on personal business and expendi ng personal funds.
Excess costs, circuitous routes, delays, or |uxury acconmodations and
servi ces unnecessary or unjustified in the performance of official
busi ness are not acceptable under this standard. Enployees will be
responsi bl e for excess costs and any additional expenses incurred for
personal preference or convenience. Any excess travel tinme incurred
during normal working hours wll be charged to | eave.

(2) Duty to Record Pertinent Dates. The date of
departure fromand arrival at the official station or any other place
at which official travel begins or ends nust be shown on the travel
voucher. This same information al so nust be shown for points at which
tenporary duty is perfornmed or for a stopover or official rest stop
| ocati on when such arrival or departure affects the per diem all owance
or other travel expenses. Qher points visited should al so be shown,
but the time of arrival and departure need not be entered unless
necessary to explain a delay en route or unless a condition occurs
that affects reinbursenent.

The travel claimmnust be annotated when travel is nore than 12 hours
but not exceeding 24 hours to reflect that fact. FTR 301-11.10

7-1-103



JUNE 2000 DLMS- 7

b. Agency Responsibilities.

(1) Authorizing/Approving Rates. It is the
responsibility of the head of each agency, or his/her designee, to
aut hori ze or approve only those per diem allowances that are justified
by the circunstances affecting the travel and are all owabl e under the
specific rules in this Part. FTR 301-70.200e and FTR 301-70. 200f
However, the per diemrates provided under these rules represent the
maxi mum al | owabl e. To prevent authorization or approval of per diem
al l owances in excess of anounts required to neet the necessary per
di em expenses of official travel, consideration shall be given to
factors such as those listed in this paragraph that reduce the
necessary expenses of enpl oyees (see specific guidelines in 1-7.12 for
reduci ng rates):

(1) Known arrangenents or established cost
experience at tenporary duty |ocations show ng that |odging and/or
nmeal s can be obtained wi thout cost or at reduced cost to the enpl oyee;

(ii) Situations in which special rates
accommodati ons have been nade available for a particul ar neeting,
conference, training, or other tenporary duty assignnent;

(ii1) Traveler's famliarity with establishnents
providing |odging and neals at a lower cost in certain localities,
particularly where repetitive travel or extended stays are invol ved;

(iv) Modes of transportation where accommodati ons
are provided as part of the transportation cost; and

(v) Situations in which the Governnent furnishes
| odgi ng, such as Governnent quarters or other |odging procured for the
enpl oyee by neans of an agency purchase order. (See 1-7.12a.)

(2) FEire Safety Responsibilities. Each agency, as
defined in 1-1.3(a) of this Chapter, is responsible for influencing
Its enpl oyees who require commercial |odging when performng official
travel to stay at an firesafe approved accommodati on as defined in 1-
1.3(c) 1-17.2c of this Chapter. (FTR 301-11.11)

1-7.3 Maximum Per Diem Rates.
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Per diem all owances for official travel authorized or
approved under this Part shall be at daily rates not in excess of the
maxi mum per diemrates established as provided in paragraphs "a"
through "c" of this section. Per diemrates include a maxi num anount
for | odging expenses and a fixed all owance for neals and incidental
expenses (M&I E). Maxi mum | odgi ng anmounts and the fixed M E
al l onances are separately reflected in the listings of per diemrates
identified in paragraphs "a" through "c" of this section.

a. Continental United States ((CONUS). The per diem
al | onances payable for official travel within CONUS shall not exceed
t he maxi mum per diemrates established by the Adm nistrator of Ceneral
Services. Rates can be accessed through the Internet at
http://ww. Pol i cywor ks. gov/ perdiem (See instructions in 1-7.4 for
requesting adjustnments within CONUS.) FTR 301-11.6

b. Nonforeign Areas Qutside CONUS. The per diem all owances
payabl e for official travel in nonforeign areas shall not exceed
maxi mum per diemrates established by the Secretary of Defense. The
term"non foreign areas"” includes the States of Al aska and Hawaii, the
Commonweal t hs of Puerto Rico and the Northern Mariana |slands, and the
territories and possessions of the United States. Per DDem Bul l eti ns
are issued by the Per DDem Travel and Transportation Al owance
Comm ttee and published periodically in the Federal Register or on the
Internet at http://www.dtic.mil/perdiem FTR 301-11.6

c. Foreign Areas. Per diem allowances payable for

official travel in foreign areas shall not exceed the maxi num per diem
rates established by the Secretary of State and published in Section
925, a per diem supplenent to the Standardi zed Regul ati ons ( Gover nnent
Gvilians, Foreign Areas). The term"foreign areas" includes any area
(including the Trust Territory of the Pacific |Islands) situated both
out si de CONUS and the non foreign areas as described in paragraphs "a"
and "b" of this section. FTR 301-11.6

1-7.4 Rate Adjustment Requests for Travel Within CONUS.

a. The Departnent may submt a request to GSA for review of
the costs covered by per diemin a particular city or area where the
standard CONUS rate applies when travel to that | ocation is repetitive
or on a continuing basis and travelers' experiences indicate that the
prescribed rate is inadequate. The Chief Financial Oficer for the
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Departnent is responsible for review ng, coordinating, and submtting
to GSA any requests from agencies within the Departnent.

b. Requests for rate adjustnents shall include a city
desi gnation and a description of the surrounding |ocation invol ved
(county or other defined area) and a reconmended rate supported by a
statenment explaining the circunstances that cause the existing rate to
be i nadequate. The request also nust contain an estinmate of the
annual nunber of trips to the |location, the average duration of such
trips, and the primary purpose of travel to the |locations. See FTR
301-11.26 for addresses for subm ssion.

1-7.5 General Rules Affecting Entitlement to Per Diem.

a. No Allowance at Oficial Station. An enployee is not
entitled to per diemfor travel or TDY perforned either within a 25-
mle radius of his/her office or wthin a 40-mle radius of the place
of abode (hone) from which the enployee comrutes daily to the office.
FTR 301-70. 200g

(1) Waiver - Efficiency. These mleage requirenents nay
be adm nistratively wai ved by DOL Agency Heads, Secretary's
Representatives in the regions (for their own staff), agency
Adm nistrative Oficers, Deputies to Agency Heads in the Nationa
Ofice, Regional Adm nistrators-QCASAMin the Regional Ofices, and
I ndi vidual s acting in those capacities for travel involving at |east
one night's lodging by including a justification statenent of
advantage to the Governnent. The advantage may be either econom cal
or related to operational efficiency. However, a waiver shall not be
gi ven which provides a per diemallowance within the corporate limts
of the official station or at, or within the vicinity of, the place of
abode (hone) from which the enpl oyee commutes daily to the officia
stati on.

(2) Waiver - Training. There is an exception to this
rule for enployees who attend training sessions at their official duty
station. Wen a training session to which an enployee is assigned is
hel d at the enployee's official duty station and it is necessary for
t he enpl oyee to incur additional subsistence expenses, an appropriate
per diem all owance may be authorized or approved as a training expense
under the Governnment Enpl oyee's Training Act (39 Conpt. Gen. 119).
Such situations occur when a training session is held in a hotel
| ocated at the enployee's official duty station and the enpl oyee nust
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obtain neals and/or |odging at the hotel because training sessions are
held at night as well as day, or because there is a "live-in"
requirenent.

b. No al l owance for travel of 12 hours or less. A per diem
al | onance shall not be allowed for official travel of 12 hours or
| ess. (This rule also applies to travel incident to a change of
official station.) FTR 301-11.2

C. Begi nning and Ending of Entitlenent. For conputing per
di em al |l owances official travel begins at the tine an enpl oyee | eaves
hi s/ her honme, office, or other authorized point of departure and ends
when the traveler returns to his/her hone, office, or other authorized
poi nt at the conclusion of the trip. FTR 301-11.9

d. International Date Line. In cases where the traveler
crosses the international date line (180th neridian), the actual
el apsed tinme shall be used to conpute per diemrather than cal endar
days. FTR 301-11.19

e. Tenporary Duty Station Changed to Oficial Duty Station
An enpl oyee on TDY who is officially notified, either formally or
informal ly, that the TDY station is designated as the
new official duty station will not be entitled to per diemat that
station effective upon the official notification of the transfer,
unl ess the enpl oyee returns to the previous official duty station to
perform substantial duty.

f. Enpl oyee in Mssing Status. No per diemis payable
after mdnight of the day an enployee is officially carried or
determ ned to be absent in a "mssing status" under the M ssing
Persons Act (44 Conpt. Gen. 657).

g. Death of Enployee Occurs While in Tenporary Duty Status.
When an enpl oyee dies while in a TDY status, entitlenent to per diem
accrues through the date of death.

1-7.6 Lodgings-plus Per Diem System.

Per diem all owances for all official travel, including travel
I ncident to a change of official station, shall be conputed under the
| odgi ngs-pl us per diem system except as otherwi se provided in this

7-1-107



JUNE 2000 DLMS- 7

Part, e.g. tenporary quarters, en route, and house hunting travel.
Under this system the per diemall owance for each travel day is
establi shed on the basis of the actual anount the travel er pays for

| odgi ngs plus an allowance for neals and incidental expenses (ME),
the total not-to-exceed the applicable maxi mum per diemrate for the
| ocati on concerned. The rules provided in paragraphs "a" and "b" of
this section and in 1-7.7 through 1-7.10 shall be applied in the
specific situations covered.

a. Maxi mrum Per D em Rat es.

(1) For Travel Wthin CONUS. Maxi mum per diemrates
prescribed under 1-7.3a for travel within CONUS may be accessed
through the Internet at http://ww.gsa.gov/travel.htm For all CONUS
| ocations not specifically listed or enconpassed by the defined
boundaries of a listed |ocation, the standard maxi mum per diemrate
(standard CONUS rate) is prescribed.

(2) For Travel Qutside CONUS. Maximum per diemrates
prescri bed under 1-7.3b and 1-7.3c apply to travel outside CONUS.

(3) Mxinmum Rate Applicable to Change of Oficial
Station Travel. The standard CONUS rate shall be the applicable
maxi mum per diemrate for en route travel and tenporary quarters
perfornmed in CONUS incident to a change of official station. Locality
rates prescribed for |ocations outside CONUS will apply for en route
travel performed outside CONUS incident to a change of official
station.

b. El enents of Per D em Al |l owance.

(1) Maxinmum Lodgi ng Expense All owance. The maxi num per
diemrates include a maxi num anount for | odging expenses. The em
pl oyee w Il be reinbursed for actual |odging costs incurred up to the
appl i cabl e maxi num anounts. Lodgi ng taxes are rei nbursed as a separate
line itemunder MG E. Receipts for |odging are required as provi ded
in 1-7.9b.

(2) Meals and Incidental Expenses (M E) Al owance.
The maxi mum per diemrates include a fixed all owance for neals and for
I nci dental expenses (M E rate). The M&GIE rate, or fraction thereof,
I's payable to the traveler without item zation of expenses or
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recei pts. For partial days of travel, the MG E rate shall be prorated
as provided in 1-7.8a or c3, as appropriate.

1-7.7 Computation Rules for Travel of More than 12 Hours, but not
Exceeding 24 Hours.

Wien the travel period (entire trip) for which per diemhas
been authorized is nore than 12 hours, but does not exceed 24 hours
over a one or two day period, the per diemallowances for the trip
shall be cal cul ated as fol |l ows:

a. Lodging not Required. |If lodging is not required, the
per diem allowable shall be three-fourths of the applicable M&E
al l owance for the tenporary duty assignnment |ocation. FTR 301-11.101
Per diemshall not be allowed for enployees who qualify for per diem
solely on the basis of working a non standard workday (e.g., flexible
schedul e). Note under this rule, enployees working a first 40
wor kweek are not eligible for reinbursenent of per diemfor travel not
requi ring overnight lodging. If nore than one tenporary duty point is
I nvol ved, the per diemallowance wll be cal cul ated using the highest
of the MBIE rates prescribed for the | ocations where official business
Is performed. FTR 301-11.101 and FTR 301-11. 102

b. Lodging Required. |If lodging is required, the per diem
al | onabl e shall be the actual cost of |odging incurred by the
traveler, limted to the applicabl e maxi num | odgi ng al | owance
prescribed for the location of the |odging, plus three-fourths of the
applicable M& E rate prescribed for the | odging |ocation. FTR 301-
11.100, FTR 301-11.101 and FTR 301-11.102

1-7.8 Computation Rules for Travel of More than 24 Hours.

The applicabl e maxi num per diemrate for each cal endar day of
travel shall be determned by the travel status and |ocation of the
enpl oyee at 12: 00 m dni ght and whether lodging is required at such
| ocation. If the traveler arrives at a |lodging |location after 12
m dni ght, the traveler clains | odging cost for the precedi ng cal endar
day. If no lodging is required, the applicable M E rei nbursenent
rate is the rate for the TDY location. FTR 301-11.7 Wen lodging is
requi red, the applicable maxi num per diemrate shall be the maxi num
rate prescribed for the tenporary duty |ocation, or a stopover point
where lodging is obtained while en route to, from or between
tenporary duty locations. FTR 301-11.101 (See 1-7.9 and 1-7.6a(3) for
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regul ati ons on | odging |ocation and maxi mum per diemrates applicable
to change of official station travel, respectively.) Only one maxi num
rate will be applicable to a cal endar day or fraction thereof. Per
diemfor travel of nore than 24 hours shall be cal cul ated as provi ded

I n paragraphs "a" through "e" of this section. FTR 301-11.7, FTR 301-
11.100, FTR 301-11.101, and FTR 301-11.102

a. Day Travel Beaqins.

(1) Lodging Required. Wen lodging is required on the
day travel begins (day of departure fromthe honme, office, or other
aut hori zed point), the per diemallowable shall be the actual cost of
| odgi ng incurred by the traveler, Iimted to the applicable maxi num
| odgi ng al | owance prescribed for the TDY | ocation, plus three-fourths
of the applicable M&I E rate prescribed for the TDY | ocation. FTR 301-
11. 101 and FTR 301-11.102

(2) Lodging not Required. Wen |lodging is not required
on the day travel begins (day of departure fromthe hone, office, or
ot her authorized point), the per diemallowable shall be three-fourths
of the destination M& E rate. FTR 301-11.101 and FTR 301-11.102

b. Ful |l Cal endar Days of Travel.

(1) Lodging Required. For each full cal endar day that
the enployee is in a travel status and |lodging is required (whether en
route or at a tenporary duty |ocation), the per diemall owabl e shal
be the actual cost of lodging incurred by the traveler, limted to the
appl i cabl e maxi mum | odgi ng al | owance prescribed for the TDY | ocati on,
plus the applicable M E rate. FTR 301-11. 101 and FTR 301-11. 102

(2) Lodging not Required. For each full cal endar day
that the traveler is in a travel status and |lodging is not required
(such as when the traveler is en route overnight to the next tenporary
duty location), the per diemallowance shall be the destination M E
rate. FTR 301-11.101 and FTR 301-11.102

C. Returni ng from Travel .

(1) Lodging Required. For each full cal endar day of
travel when lodging is required at an en route |location while
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the enployee is returning to the official station, honme, or other
aut hori zed point, the per diemallowable shall be the actual cost of
| odgi ng incurred by the traveler, Iimted to the applicable maxi num
| odgi ng al | owance prescribed for the stop over |ocation, plus the
applicable M& E rate. FTR 301-11.101 and FTR 301-11.102

(2) Lodging not Required. For any full cal endar day of
travel when lodging is not required while the traveler is
en route overnight returning to the official station, honme, or other
aut hori zed point, the per diemallowable shall be the M&G E rate
applicable to the precedi ng cal endar day. FTR 301-11.101 and FTR 301-
11.102

(3) Day Travel Ends.

(i) No Lodging Required For the day travel ends
(day traveler returns to the official station, honme, or other
aut hori zed point) the per diemall owabl e shall be three- fourths of
the M&I E rate applicable to the precedi ng cal endar day. FTR 301-11.101
and FTR 301-11.102

(11) Lodging Required on the Day Travel Ends.
When an enpl oyee nust performofficial business at a tenporary duty
site en route to the official station, home, or other authorized point
on the day travel ends and the agency authorizes the enpl oyee to
obtai n | odgi ng, the per diemallowable shall be the actual cost of
| odgi ng incurred by the traveler, limted to the applicabl e maxi num
| odgi ng al | owance prescribed for the en route tenporary duty site,
plus three-fourths of the M&G E rate applicable to the en route
tenporary duty site. FTR 301-11.101 and FTR 301-11. 102

(ii1) Interrupted Travel. |[|f an enpl oyee takes
| eave within the tine frame and before conpletion of a tenporary duty
assignnent, the enployee will be reinbursed at the full MJIE rate for
the day before and after the | eave.

d. Lodging Obtained After Mdnight. Although per diem
generally is based on the enpl oyee's TDY | ocation at m dni ght, there
will be instances in which he/she is en route and does not arrive at
the |l odging location (either tenmporary duty |ocation or en route
stopover point) until after mdnight. |In such cases, the | odging
shall be clainmed for the preceding cal endar day and the applicable
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maxi mum per diemfor the preceding day will be determned as if the
enpl oyee had been | odging at the TDY | ocation at 12: 00 m dni ght of
that day. FTR 301-11.7, 301-11.101, and FTR 301-11.102

1-7.9 Lodging-location, Receipt Requirements, and Allowable
Expenses.
a. Lodgi ng Locati on Rul es.

(1) Lodging at Tenporary Duty Location. It is presuned
that the enployee will obtain [ odging at the tenporary duty | ocation.
However, if the enpl oyee obtains |odging away fromor outside the
tenporary duty | ocation because of personal preference or convenience,
the allowable per diemshall be limted to the maxi mum per diemrate
prescribed for the tenporary duty | ocation.

(2) Lodging not Available at Tenporary Duty Location.
In certain circunstances, |odging accormmbdati ons nmay not be avail abl e
at the tenporary duty location and the enployee nust obtain lodging in
an adjacent locality where the prescribed maxi numper diemrate is
hi gher than the maxi num per diemrate for the | ocation of the

tenporary duty point. In such instances, the agency may nmake an
adm ni strative determnation on an individual case basis to authorize
or approve the higher maxi mumper diemrate. |If the higher maxi num

rate is not justified and authorized in advance, the enpl oyee nust
furnish a statenent with the travel voucher satisfactorily explaining
the circunstances that caused himlher to obtain |odging in an area
other than at the tenporary duty point designated in the trave

aut hori zati on.

FTR 301-11.8

b. Recei pt Requirenents. Receipts shall be required
to support all Iodging costs for which an allowance is clainmed under
t he | odgi ngs-pl us per diem system except that a statenent instead of a
recei pt may be accepted for the fee or service
charge incurred for the use of Governnment quarters. Receipts are not
requi red when a specific or reduced rate has been authorized in
advance of the travel as provided in 1-7.10 and 1-7.12. FTR 301-52.4b
and FTR 301-11. 25

(1) Double QGccupancy. |If the | odging receipt shows a
charge for doubl e occupancy, such fact shall be shown on the trave
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voucher with the name, and enpl oyi ng agency or office, of the person
sharing the roomif such person is a Governnent enpl oyee on official

travel. One-half of the double occupancy charge shall be all owabl e
for each enployee. |If the person sharing the roomis not another
Governnent enpl oyee on official travel, identification of the person

sharing the roomis not required and the enpl oyee may be al |l owed the
single roomrate. FTR 301-11.13

(2) Receipts Lost or Inpractical to Gotain. |If
recei pts have been | ost or destroyed or are inpractical to obtain, a
statenent acceptable to the Approving Oficial and the SFO expl ai ni ng
the circunstances shall be furnished wwth or on the travel voucher,
I ncl udi ng the nane and address of the lodging facility, the dates the
| odgi ng was obtai ned, and the cost incurred. Agencies may require
enpl oyees to obtain copies of |ost or destroyed receipts fromthe
| odgi ng establishnment. Wen an enpl oyee uses a government contractor-
| ssued charge card to charge travel expenses, a report provided by the
credit card contractor to the Departnent nmay be used by SFGs to verify
expenses and serve as a receipt. FTR 301-11.25

C. Al l owabl e Lodgi ng Expenses. As provided in 1-7.6b(1),
the traveler will be reinbursed only for his/her actual cost of
| odgi ng up to the maxi num anount. No m ni mrum anount is authorized for
| odgi ng under the | odgings-plus per diemsystemsince reinbursenent is
based on the actual cost of |odging incurred by the enpl oyee. Al
| odgi ng nust be clainmed on a daily basis even though obtai ned through
a lease for a longer period. Expenses incurred in the situations
descri bed in paragraphs c(1) through (5) of this section will be
al l owed as | odgi ng expenses:

(1) Conventional Lodging. Wen an enployee uses
conventional |lodging facilities (hotels, notels, boardi ng houses,
etc.), the allowabl e | odgi ng expense wll be based on the single room
rate for the | odging used. (For double occupancy, see paragraph b(1)
of this section. See 1-7.14a for conputing daily |odgi ng expense when
| odging is rented on a weekly or nonthly basis.) FTR 301-11.12a

(2) Government Quarters. A fee or service charge paid
for the use of Governnment quarters is an all owabl e | odgi ng expense.
FTR 301-11. 12b
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(3) Lodging wwth Friends or Relatives. Wen the
enpl oyee obtains lodging fromfriends or relatives (including nenbers
of the imediate famly) with or without charge, no part
of the per diemallowance will be allowed for |odging unless the host
actually incurs additional costs in accomobdating the traveler. In
such instances, the additional costs substantiated by the enpl oyee and
determ ned to be reasonable by the Approving Oficial may be all owed
as a | odgi ng expense. Neither costs based on roomrates for
conpar abl e conventional lodging in the area nor flat "token" anounts
wi || be considered as reasonable. FTR 301-11.12c

(4) Lodging in Non-conventional Facilities. Wen no
conventional lodging facilities are present (e.g., in renote areas) or
when there is a shortage of roons because of an influx of attendees at
speci al events (e.g., world's fairs or international sports events),
costs of |odging obtained in non conventional facilities may be
all owed. Such facilities may include college dormtories or simlar
facilities and roons generally not offered commercially that are nmade
avail able to the public by area residents in their homes. 1In such
cases, the travel er nust provide an explanation of the circunstances
which is acceptable to the agency. FTR 301-11.12d

(5 Use of Travel Trailer or Canping Vehicle for
Lodgi ngs. A per diem allowance for |odging may be all owed when the
traveler uses a travel trailer or canping vehicle while on tenporary
duty assignnments away from his/her official station. The travel er may
be rei nbursed for expenses (parking fees, fees for connection, use,
and di sconnection of utilities, electricity, gas, water and sewage,
bath or shower fees, and dunping fees) which nmay be considered as a
| odgi ng cost. FTR 301-11.12e (See 1-7.14b for per diem conputations
I n such situations.)

(6) Use of a Second Residence. Wen an enpl oyee uses a
second residence for lodging while in travel status, no part of the
per diem allowance will be allowed for | odging unless the enpl oyee
actually incurs additional costs to occupy the prem ses while on a TDY
assignnment. In such circunstances, the costs, e.g., utilities, etc.,
substanti ated by the enpl oyee and determ ned to be reasonable by the
Approving O ficial wll be allowed as a | odgi ng expense. Neither
costs based on roomrates for conparable commercial |odging in the
area nor flat "token" anounts w il be considered as reasonabl e.
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(7) Use of Famly Domcile. Wen an enpl oyee uses the
famly domcile for lodging while in travel status, no part of the per
diem al l owance will be allowed for | odging.

(8 Use of a Residence Is Purchased and Used for
Lodgi ng on Tenporary Duty. Wen an enpl oyee purchases and occupies a
resi dence at a TDY point because of the TDY assignnent, the follow ng
costs will be the allowabl e | odgi ng expenses prorated for those days
t he enpl oyee occupies the residence for official business (57 Conpt.
Gen. 147):

(1) nmonthly interest;
(ii) rnonthly property tax; and

(ti1) monthly utility cost actually incurred. (Does
not include installation charges or Iong distance calls. See 1-6.4
regardi ng rei nbursenent for official |ong distance calls).

(9) Requirenent for Dual Lodgings on a Single Day.
When an enpl oyee is required by necessity (not personal convenience)
to procure or retain |odging at nore than one | ocation on a cal endar
day, the |odging cost for the |odging used at or close to m dni ght
will be the allowabl e | odgi ng expense for the day. The other | odging
cost incurred is reinbursable as a separate m scel | aneous travel
expense when approved by the Authorizing Oficial; this separate
rei mbursenment will not exceed the nmaxi mnum per diemrate applicable at
the | ocation where | odging is procured.

(10) Lodging Provided Wthout a Basis to Determ ne Cost.
When the cost of |odging includes neals and the anount for the | odging
cannot be determ ned, the total amount, if paid by the enployee, is
considered a cost of lodging and is paid in addition to the full MJIE
rate for the locality unless a reduced per diemwas established in
advance of the travel and reflected on the travel authorization.

1-7.10 Deviations from Lodgings-plus Per Diem System. An

aut hori zing or Approving Oficial may determ ne that the | odgi ngs-plus
per diem systemas prescribed in this section is not appropriate for
certain travel assignnent situations, such as when quarters or neals,
or both, are provided at no cost or at a nom nal cost by the Govern-
ment or when for sone other reason the per diemcosts to be incurred
by the enpl oyee can be determ ned in advance. In such instances, a
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speci fic reduced per diemrate may be established wthin the maxi num
per diemotherw se applicable to the travel |ocation. FTR 301-70. 200e
(See 1-7.12)

1-7.11 Rest Stops when Travel Outside CONUS Is Involved.

a. Wen travel is direct between authorized origin and
destination points which are separated by several tine zones and
either the origin or destination point is outside CONUS, a rest period
not in excess of 24 hours may be authorized or approved
when air travel between the two points is by |less than prem um cl ass
accommodati ons and the scheduled flight tine, including stopovers,
exceeds 14 hours by a direct or usually traveled route. A reasonable
rest period shall not be allowed when travel is authorized by prem um
cl ass accommodati ons. FTR 301-70. 102b(1)

b. The rest stop nmay be authorized at any internediate point
I ncl udi ng points within CONUS, provided the point is mdway in the
journey or as near to mdway as requirenents for use of U S flag air
carriers and carrier scheduling permt.

c. Arest stop shall not be authorized when an enpl oyee, for
personal convenience, elects to travel by an indirect route resulting
I n excess travel tine.

d. The per diemrate for the rest stop shall be the rate
applicable for the rest stop |ocation.

e. When carrier schedules or the requirenents for use of
US flag air carriers preclude an internedi ate rest stop, or a rest
stop is not authorized, it is recomrended that the enpl oyee be
schedul ed to arrive at the tenporary duty point with sufficient tine
to allow a reasonable rest period before reporting for duty. A
reasonabl e rest period shall not be allowed when travel is authorized
by prem um class accommodations. (See 1-3.6 for guidelines on the use
of US flag carriers.) FTR 301-11. 20, FTR 301-70.102b(1), FTR 301-
70. 200a, and FTR 301-70. 200b

1-7.12 Reductions in Maximum Per Diem Rates when Appropriate.

An Aut horizing Oficial may, in individual cases or
situations, authorize a reduced per diemrate under certain
ci rcunmst ances such as when | odgi ngs and/ or neals are obtained by the
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enpl oyee at a reduced cost or furnished to the enpl oyee at no cost or
a nom nal cost by the Governnent; or when for sone other reason the
per diemcosts to be incurred by the enpl oyee can be determned in
advance. FTR 301-70. 200e

In such instances, the reduced per diemrate nust be authorized in
advance and included on the travel authorization. FTR 301-70.200e For
travel ers on bl anket authorizations, a nenorandumto the enpl oyee may
be used in which the reduced rate, TDY site, and period of coverage
for the reduced rate are stated. In conputing a reduced per diem the
total estimated all owabl e expenses for the duration of the TDY

assi gnnment shoul d be divided by the nunber of days of the assignnent
to arrive at the daily per diemanount. This daily per diemis
payabl e for every day the enployee is in travel status without a

requi rement for receipts. A reduced per diemrate may not be
authorized if it will result in the traveler receiving a |arger

al | onance than woul d be received under the | odgings-plus nethod.
Finally, a reduced per diemmay not be authorized solely because

| odgi ng costs will be below the nmaximum all owable for the locality.
The | odgi ngs-plus per diemsystemis designed to accombdate this
situation. FTR 301-11.200

In exercising its responsibilities outlined in 1-7.2b, the agency
shoul d consi der any known factors that will cause the traveler's per

di em expenses in a specific situation to be less than the applicable
maxi numrates prescribed under 1-7.3. |If it can be determned in
advance of the travel that such factors are present, the agency should
authorize a reduced rate that is commensurate with the known expense

| evel s. Such reduced rate authorized on the travel authorization
shall be the per diemrate payable on the travel voucher wi thout

recei pts and/or item zation by the enployee. Wen reduced rate
situations involve partial days, per diemfor such days may be three-
fourths of the reduced rate, a special reduced rate prescribed for the
partial days, or an anount determ ned under the | odgings-plus system
as considered appropriate by the agency. FTR 301-70.200e Quidelines
for reducing rates and situations where reduced rates nmay be ap-
propriate include, but are not limted to, those provided in

par agraphs "a" through "d" of this section.

a. VWhen Lodgi ngs/ Meal s Are Furni shed by the Gover nnent.
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(1) Lodgings Furnished. Normally when all or part of
the lodging is furnished at no cost or at a nomnal cost to the
enpl oyee by the Governnent, the | odgings-plus per diem system
automatically reduces the maxi mum per diemrate to the M& E rate (or
fraction thereof). Wen lodging is furnished at no cost to the em
pl oyee t hrough use of an agency purchase order, the agency shall not
aut hori ze or approve a per diemallowance for other per di em expenses
that will, when conbined with the cost of |odging furnished, exceed
t he applicabl e maxi num per diemrate prescribed under 1-7.3. |If the
contracted anount for the |odgi ng exceeds the nmaxi num per diem
all onabl e for |lodging, the MG E rate shall be reduced accordingly.

(2) Meals Furnished. Wen all or part of the neals are
furnished at no cost or at a nomnal cost to the enployee by the Fed-
eral Governnent, the applicable maxi mumper diemrate or the M E
rate, as appropriate, shall be reduced to a daily anobunt commensurate
W th the expenses expected to be incurred by the enployee. If a re-
duced per diemrate was not authorized in advance of the travel and
neal s were furnished at no cost or at a nom nal cost by the Federa
Governnent, the appropriate deduction prescribed in paragraph a(2)(i)
or (ii) of this section shall be nade fromthe total per diem payable
on the travel voucher. |If there is a charge for the neal for which a
deducti on has been nmade under this paragraph, reinbursenent shall be
all oned for the anount paid, not-to-exceed the anount allocated for
the neal in paragraph a(2)(i) or (ii) of this section. The total
anount of the deductions nade on partial days shall not cause the
enpl oyee to receive |less than the anount allocated for incidental
expenses.

(1) CONUS Locations. The applicable M E rate for
CONUS | ocations shall be reduced by the dollar anount shown in the
followi ng table when neals are furnished to the enpl oyee w t hout
charge or at a nom nal cost (see paragraph a(2) of this section) by
t he Federal Governnent. Wen the actual cost paid by the Governnent
I's known, the MG E is reduced by that amount but not-to-exceed the
anmounts in the table below FTR 301-11.18

M&IE RATES
Tot al $30 $34 $38 $42 $46
Br eakf ast $6 $7 $8 $9 $9
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Tot al $30 $34 $38 $42 $46
Lunch $6 $7 $8 $9 $11
Di nner $16 $18 $20 $22 $24
| nci dental s $2 $2 $2 $2 $2

(i1i) Qutside CONUS Locations. The MIE rates for
| ocalities in both nonforeign and foreign areas shall be reduced by
t he applicable dollar amount when neals are furnished to the enpl oyee
W t hout charge or at a nom nal cost (see paragraph a(2) of this
section and consult wth your SFO for appropriate deductions) by the
Federal Governnent.

b. Ext ended Stays. When travel assignnents involve
ext ended periods, defined by the Departnent as 30 days or nore, at
tenporary duty |locations and travelers are able to secure | odging
and/or neals at |lower costs (e.g., weekly or nonthly rentals), the per
diemrate should be reduced accordingly. FTR 301-70.200e |If the
extended tenporary duty is for training, see paragraph "d" of this
section. (See also 1-7.14 for allowabl e expenses in speci al
situations.) Wen a saving to the Governnment can be realized,
enpl oyees, on long-term TDY assignhnments where no interruption is
antici pated, are expected, based upon availability, to consider
obt ai ni ng accommodati ons on other than a daily basis and which all ow
for at | east sone neals to be prepared and eaten at the place of
| odgi ng.

Managers shoul d authorize a reduced per diemrate for
the full period of the assignment comensurate with the econom es and
availability of long-termlodging arrangenents with facilities for
preparing some neals at the place of |odging. Wen a reduced per diem
I's authorized for extended TDY assignnents, the travel authorization
shall reflect the anmount authorized for M& E and the anount authorized
for |lodging. FTR 301-70.200e Extended stays of a year or nore in
duration have tax consequences. (See 1-17.440.)

C. Meetings and Conventions. |In the interest of uniform
treatment of enpl oyees, whenever a neeting or conference is arranged
which will involve the travel of attendees from other agencies or

conponents of the sane agency, and reduced cost | odgi ng accommodati ons
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have been prearranged at the neeting or conference site, the agency or
agenci es sponsoring the neeting or conference shall recommend to the
ot her participating agencies or conponents a per diem allowance that
woul d be reasonabl e.

d. Per Diem for Extended Training Assignnents.
Personnel selected to participate in long-termtraining assignnents
shoul d prepare in conjunction with the supervisor a nutually
acceptabl e budget for travel, per diem noving, and educati onal
expenses with the supervisor; the budget should be prepared in
sufficient detail to permt a neaningful audit. As of March 22, 1997,
GSA issued guidelines for Tenporary Change of Station (TCS) that
provi de relocation benefits without sale of real estate. Regulations
will be incorporated into DLM5 7, Chapter 2. 1In the event the
enpl oyee and supervisor are unable to arrive at a nutually acceptable
budget, the agency Adm nistrative Oficer shall set the anmounts. (See
also Part 17 of this Chapter.) FTR 301.11.3

(1) The Governnment Enpl oyees Training Act. The
Gover nment Enpl oyees Training Act (5 U S. C 4101-4118) authori zes
agencies to pay all or a part of the per diemexpenses of an enpl oyee
assigned to training at a tenporary duty station. |nplenenting
regul ati ons prescribed by the Ofice of Personnel Mnagenent (OPM in
5 CFR 410. 603 provi de specific guidelines for paynent of per diem
expenses for enpl oyees on extended training assignnents of nore than
30 cal endar days at tenporary duty | ocations.

(2) Federal Personnel Manual. Generally the OPM
guidelines require a reduced per diemof not nore than 55 percent of
t he applicable maxi num per diemrate prescribed in this regul ation.
(See 1-7.3.) Per diem above these |evels (not-to-exceed the nmaxi mum
per diemrates) nust be justified. Agencies shall refer to the OPM
guidelines in 5 CFR 410-603 for specific criteria to determne the
appropriate per diem (Quidelines also are published by OPMin the
Federal Personnel Manual, Chapter 410, Section 6-3. FTR 301-70. 200e

e. I nci dental s Expenses in Excess of $2. Wen enpl oyees
are provided | odging and all neals by the Federal Governnent, they may
be paid an incidental expense allowance in excess of $2. In order to

be eligible for an increased incidental expense allowance, the
enpl oyee nust denonstrate that incidental expenses will exceed $2.
Upon recei pt of evidence that an increased incidental expense
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all onance is justified, the Authorizing Oficial nmay provide the

enpl oyee a reduced per diemsufficient to neet those expenses. Wen
the cost of the |lodging and neals can be determned, the total of the
cost of lodging, neals, and the incidental expense all owance nmay not
exceed the maxi num al | owabl e per diemfor the locality. |In order to
approve reduced per diemfor incidental expenses in excess of $2, the
anount of the per diemnust be authorized in advance of the travel and
reflected on the travel authorization.

1-7.13 Mixed Travel Reimbursements.

M xed travel occurs when official travel within a single tripis

subj ect to paynent of per diem under the | odgings-plus systemand an
actual expense all owance under the actual expense system

Rei nbursenment will be conputed under only one systemfor each cal endar
day except when the provisions of 1-8.2b (situations requiring

rei mbursenment for occasional |odging and/or neals) or

1-8.3a(2)(ii) apply (certain travel outside CONUS). Wen actual

subsi stence expense rei nbursenent for certain travel days is inter-
mttent wwth the per diemnethod for others, the rules in 1-8.6
govern. Wen actual subsistence expense rei nbursenent is authorized
or approved for a particular TDY |location, and is the only

rei mbursenent involved, the partial day of travel to and fromthe

| ocation also will be on the actual subsistence expense basis.

However, if the en route travel to or fromthe actual subsistence
expense |l ocation entails nore than one day, the Authorizing Oficial
may aut horize either actual subsistence expense rei nbursenent or per
diem which ever is admnistratively advantageous and conmensur at e

wi th the expenses expected to be incurred by the traveler. The nethod
of reinbursenent for the en route days, if other than actual
subsi st ence expense rei nbursenent, nust be reflected on the travel

aut hori zation prior to conmmencenent of the travel. The nethod for any
cal endar day will be determ ned by the enployee's |ocation at m dni ght
of the calendar day in question. FTR 301-11.4

1-7.14 Per Diem Allowance Computations for Special Situations.

a. Per DDem for Wekly or Monthly Rentals.

(1) Types of Expenses Included in Lodging Costs. Wen
an enpl oyee rents a room apartnent, house, or other |odging incident
to a tenporary duty assignnent, the foll ow ng expenses may be
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consi dered part of the |lodging cost: the rental cost; if unfurnished,
the rental cost of appropriate and necessary furniture and appliances,
such as a stove, refrigerator, chairs, tables, bed, sofa, television
and vacuum cl eaner; cost of connection, use, and di sconnection of
utilities; cost of reasonable maid fee and cl eani ng charges; m ni mum
service nonthly tel ephone use fee unl ess service above m ni num service
I s aut hori zed; does not include installation and | ong-distance calls;
and, if ordinarily included in the price of a hotel or notel roomin

t he area concerned, the cost of special user fees, such as cable TV
charges and plug-in charges for autonobile head bolt heaters. FTR 301-
11. 15

(2) Conputation of Daily Lodging Costs. Wen the
enpl oyee obtains | odging on a weekly or nonthly rental basis, the
daily | odging cost shall be conputed by dividing the total | odging
cost for the expenses listed in paragraph a(l) of this section by the
nunber of days the accomodations are actually occupi ed, provided that
t he enpl oyee acts prudently in renting by the week or nonth, and that
the cost to the Governnent does not exceed the cost of renting
conventional |lodging at a daily rate; otherw se, the daily | odging
cost shall be conmputed by dividing by the nunber of days in the rental
period; e.g., 7 or 30 days, as appropriate. Reinbursenent, including
an appropriate amount for M&I E, may not exceed the maxi mum daily per
diemrate for the TDY |location. FTR 301-11.14 1In connection wth
| odgi ng and | odgi ng-rel at ed expenses, the expenses will be considered
as pertaining to the day on which the charges begin; e.g., if the
charges are conputed on the basis from11:00 a.m one day to 11:00
a.m the next day, the charge will be considered applicable to the
first day. When an enpl oyee arrives between m dni ght and 6: 00 a. m
and incurs a | odging cost for that period, the cost shall be clained
on the previous day.

(3) Per D emAllowable.

(1) Under the | odgi ngs-plus system the allowable
per diemconsists of the daily | odging cost cal cul ated under paragraph
a(2) of this section plus the applicable M& E rate not-to-exceed the
maxi mum per diemrate prescribed for the |ocation involved.

(ii) Wen a reduced per diemrate is being
established (see 1-7.12) in advance of the travel, the daily | odging
cost calculated in paragraph a(2) of this section shall be added to
t he anount determ ned by the agency to be necessary for neals and
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I nci dental expenses. The travel authorization shall reflect the
aut hori zed anounts for both | odging and neal s and i ncidental expenses.

b. Per Diem Al |l owances for Use of a Recreational Vehicle
for Lodging. The term"recreational vehicle" includes nobile homes,
canpers, canping trailers, or self-propelled nobile recreationa
vehicles. Also see 1-7.9c(5)

(1) Privately-Omed.

(1) Lodgi ng Costs. Wen an enpl oyee uses a
privatel y-owned canping or recreational vehicle while on official
travel, allowabl e expenses which nay be considered as a | odgi ng cost
I ncl ude parking fees; fees for connection, use, and di sconnection of
utilities (electricity, gas, water, and sewage); bath or shower fees;
and dunping fees. Depreciation shall not be considered as a | odgi ng
cost .

(i1i) Meals and Incidental Expenses. The agency
shall determ ne an appropriate anmount for neals and incidenta
expenses based on whether the type of recreational vehicle used by the
enpl oyee has neal preparation facilities. Such anount shall not
exceed the applicable M&IE rate.

(i1i1) Per Diem Conputation. The daily | odging
costs plus an appropriate rate for neals and incidental expenses
determ ned under paragraph b(1)(ii) of this section shall be the per
diemrate, limted to the applicable maxi numrate prescri bed under
1-7.3 for the locality involved. An agency nmay authorize a reduced
per diemrate within the applicable nmaxi rumper diemrate if the
actual costs expected to be incurred can be determ ned in advance of
the travel

(2) Rented Recreational Vehicle. Wen the use of a
rented recreational vehicle is authorized or approved as advant ageous
to the Governnent, the rental fee and the all owabl e expenses shown in
paragraph b(1)(i) of this section nmay be considered as | odgi ng costs.
Advant ageous use m ght occur when the enployee is on an extended
tenporary duty assignnment in a renbte area or where conventiona
| odging facilities are limted or not available. |If use of a rented
recreational vehicle is not authorized or approved as advant ageous,
only those expenses listed in paragraph b(1)(i) of this section nmay be
consi dered as | odgi ng costs.

7-1-123



JUNE 2000 DLMS- 7

C. Per Di em Conput ati ons when Tenporary Duty is Curtail ed,
Canceled, or Interrupted for Oficial Purposes. Wen an enpl oyee has
made advance arrangenents for |odging (such as those described in
paragraph "a" or "b" of this section), wth reasonabl e expectation of
the travel assignnent being conpleted as ordered or directed, and
subsequently the tenporary duty assignnent is curtailed, canceled, or
Interrupted for official purposes, or for other reasons beyond the
enpl oyee's control that are acceptable to the agency, the agency may
rei mburse expenses that are not refundable, including a forfeited
rental deposit. Lodging costs nmay be cal cul ated and paid as foll ows:
FTR 301-11. 16

(1) Travel Assignnent Curtailed or Interrupted. Wen
the tenporary duty assignnent is curtailed or interrupted for the ben-
efit of the Governnment or for other reasons beyond the enpl oyee's
control and the enployee is unable to obtain a refund of prepaid rent,
expenses incurred for unused | odgi ng may be rei nbursed under the fol-
| owi ng condi tions:

(1) Determ nati on of Reasonabl eness. The agency
must determ ne that the enployee acted reasonably and prudently in
I ncurring all owabl e | odgi ng expenses pursuant to tenporary duty travel
orders. Included in this determ nation should be a consideration of
whet her the enpl oyee sought to obtain a refund of the prepaid | odging
cost or otherwi se took steps to mnimze the costs once the tenporary
duty was officially curtailed or interrupted. FTR 301-11.16

(ii) Adjusted Calculation and Rei nbursenent of
Lodgi ng Costs. |If the agency determ nes that the enpl oyee acted
reasonably, the unused portion of the prepaid | odgi ng cost may be
rei mbursed as foll ows:

(A) The daily | odging costs for the period
covered by the voucher shall be calculated by dividing the total cost
for the rental period by the nunber of days of actual occupancy. The
total of the |odging costs thus cal cul ated pl us
the appropriate daily amount authorized for neals and incidental
expenses nmay be rei nbursed not-to-exceed the per diemrate authorized
In the enployee's travel orders for the days that the |odgi ng was
occupi ed.

(B) If the authorized per diemrate is in-
sufficient for the days of occupancy, the daily | odging cost
calculated in paragraph c(1)(ii)(A) of this section plus the anount
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aut hori zed for neals and incidental expenses nmay be rei nbursed on an
actual expense basis not-to-exceed appropriate maxinumdaily rates
determ ned as provided in 1-8.3.

(© The excess anmount (if any) of the non-
refunded | odgi ng cost not reinbursed under paragraph c(1)(ii)(B) of
this section may be paid as a m scel |l aneous travel expense incident to
the travel assignnent, if otherw se proper.

(D) In instances where the travel assignnent
was interrupted for official purposes (e.g., when the enpl oyee is
directed to performtenporary duty at another |ocation), allowable per
di em expenses (if any) incurred during the interruption nmay be reim
bursed separately fromthose rei nbursenents outlined in paragraphs
c(1)(ii)(A) through (C of this section, if otherwi se proper and in
conformance with the provisions of this Part.

(2) Travel Assignnent Canceled. Wen the enpl oyee
I ncurs | odgi ng expenses in reasonabl e expectation of a travel
assi gnnment being conpleted as ordered or directed, and due to a change
in travel orders the travel assignnent is canceled before its
comencenent, the prepaid | odgi ng expenses nmay be rei nbursed as a
m scel | aneous travel expense provided the anobunts are reasonabl e and
the conditions in paragraph c(1)(i) of this section are net. FTR 301-
11.16

(3) Forfeited Rental Deposits. |If, in situations
descri bed in paragraphs c(1) and (2) of this section, the enpl oyee was
required by the terns of a | ease or rental agreenent to pay a rental
deposit and all or part of the deposit is forfeited to cover unpaid
| odgi ng costs, the anount of the forfeited deposit may be reinbursed
as a mscel |l aneous travel expense provided the conditions in paragraph
c(1)(i) of this section are net. FTR 301-11.16 Rei nbursenent for
deposits forfeited for danages to | odgi ng acconmmodati ons shall not be
al | owned.

(4) Lodging Charged on Day of Return to Oficial Duty
Station. Wen an enployee's travel assignnment is unexpectedly
curtailed and as a result the enpl oyee checks out of the | odging
facility after the posted check-out tine, any additional |odging cost
may be cl ained on the travel voucher as a m scell aneous travel
expense. In instances where the enployee incurs an additional | odging
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cost by failing to check out by the posted check-out tine |eaving
bel ongings in the roomintending to check out during the day,
rei mbursenent for the additional |odging cost may not be paid.

1-7.15 Interruptions of Per Diem Entitlement.

For purposes of this section, the term"place of abode" neans
the place fromwhich the enpl oyee commutes daily to the official
station.

a. Leave and Non wor kdays.

(1) Ceneral. Leave of absence (other than as provided
I n paragraph "d" of this section) for one-half or less, of the
prescribed daily working hours shall be disregarded for per diem pur-
poses. Were the leave is nore than one half of the prescribed daily
wor ki ng hours, no per diemshall be allowed for that day.

(2) Non workdays. A traveler will be reinbursed per
diem for non workdays as long as the travel status requires the
traveler’s stay to include a non workday, (e.g., if the traveler is on
travel through Friday and again starting Monday, the traveler will be
rei nbursed for Saturday and Sunday). FTR 301-11.21 Legal Federal
Gover nnment hol i days and weekends or other schedul ed non workdays are
consi dered non wor kdays. Enpl oyees are considered to be in a per diem
status on non wor kdays except when they return to their official
station or place of abode (see paragraph "b" of this section), or
except under conditions stated in paragraphs a(2)(i) and (ii) of this
secti on.

(1) Leave Before and After Non workdays. Per diem
shall not be paid for non workdays when:

(A) Enpl oyees are in a | eave status at the end
of the workday before the non workdays and at the begi nning of the
wor kday foll ow ng the non workdays, FTR 301-11.21 and

(B) The period of |eave on either of those
days is nore than one-half of the prescribed working hours for that
day.

(ii) Leave Between Non workdays. Per diem shal
not be paid for nore than two non workdays in cases where | eave of
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absence is taken for all of the prescribed working hours between the
non wor kdays.

b. Return to Oficial Station for Non workdays.

(1) Required Return-Oficial Business. An enployee who
I's required by appropriate agency officials to return to his/her
official station for the non workdays to performofficial business or
because it is otherw se advantageous to the Governnent shall be
all owed the round-trip transportati on expenses and per diemfor the en
route travel. FTR 301-11.22, FTR 301-11.23, and FTR 301-70. 200c

(2) Authorized Return--Substantial Cost Savings. An
agency may authorize per diemand transportati on expenses to an
enpl oyee to return hone for non workdays where a significant cost
savings wll be achieved. Travel tine shall be scheduled wthin the
enpl oyee's duty hours to the extent practicable. The cost of | ost
productivity attributable to the duty hours involved in traveling to
and fromthe enpl oyee's residence for non workdays shall be considered
In determning the cost savings. FTR 301-11.23 and FTR 301-70. 200c
(Conptroller CGeneral B-202544, August 31, 1981)

(3) Authorized Return Incident to Extended Tenporary
Duty. Enployees who are required to routinely perform extended
periods of tenporary duty nmay, at agency discretion and within the
limts of appropriations available for paynent of travel expenses, be
aut hori zed round-trip transportati on expenses and per diemen route
for periodic return travel to their official stations or places of
abode for non workdays. The periodic return travel may be authorized
I f the conditions specified in paragraphs b(3)(i) and (ii) of this
section are net.

(i) The head of the agency or his/her designee has
determ ned, based on an appropriate cost analysis, that the costs of
peri odi c weekend return travel (including the costs of potential
overtime, if applicable) are outweighed by savings in terns of
I ncreased enpl oyee efficiency and productivity, as well as reduced
costs of recruitnment and retention of enpl oyees. The Departnent has
determ ned that when an enpl oyee is expected to be in continuous
travel status for 28 consecutive days or longer, for the benefit of
enpl oyee noral e, increased productivity, and retention of the
enpl oyee, the enployee is allowed to return to the official duty
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station for a weekend at Governnent expense after being in travel
status at |l east 12 days provided a round-trip at Governnment expense
has not been nade in the sane 12 day period. In special circunstances,
e.g. training or other assignnments in which the enployee’'s absence
woul d conflict wwth the travel mssion, or an enployee’s return has
been recently conbined wth annual |eave, enployees nmay be required
to remain at a tenporary duty station for a |onger period of tine
before the enployee is returned at governnent expense. As provi ded
above, the availability of funds nmay al so necessitate | ess frequent
governnent-paid returns. (The enpl oyee may not use this provision to
travel to any location other than the official duty station.) FTR
301-11. 23 and FTR 301-70. 200c

(ii) Return travel for non workdays authorized under
t hese provisions constitutes an exception to the directive on
scheduling of travel contained in 5 U S. C. 6101(b)(2) and therefore
shoul d be perfornmed outside the enpl oyee's regularly schedul ed duty
hours or during periods of authorized | eave. However, in the case of
enpl oyees not exenpt fromthe Fair Labor Standards Act overtine
provi si ons, consideration should be given to scheduling the authorized
travel to mnimze paynent of overtine, including scheduling of travel
during regul arly schedul ed duty hours when necessary. (See Ofice of
Per sonnel Managenent regul ations for further guidelines covering
overtime during travel.) (See 55 Conpt. Gen. 1291.)

(4) Voluntary Return. Wen an enpl oyee voluntarily
returns to his/her official station or place of abode for non
wor kdays, the maxi num rei nbursenment for the round-trip transportation
and per diemen route shall be |[imted to the per diemall owance and
travel expenses which woul d have been all owed had the enpl oyee
remai ned at the tenporary duty station. The enpl oyee shall perform
any such voluntary return travel during non duty hours or periods of
aut hori zed | eave. FTR 301-11.24

Cc. Indirect Route or Interrupted Travel. |If there is an
interruption of travel or deviation fromthe direct route resulting in
excess travel tinme because of an enpl oyee's personal preference or
conveni ence or through the taking of |eave, the per diemallowd shal
not exceed that which would have been all owed on uninterrupted travel
by a direct or usually travel ed route except as provided in Part 12 of
this Chapter for certain energency travel situations. FTR 301-10.8
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d. Illness or Injury or a Personal Energency Situation.
Provi si ons governing per diemallowable for energency travel perforned
due to an enpl oyee's incapacitating illness or injury or because of a
personal energency situation, as well as the continuation of per diem
due to incapacitating illness or injury of the enployee, are found in
Part 12 of this Chapter. FTR 301-11.21 and FTR 301-11.21

1-7.16 Ordered to Duty While on Leave.

a. Tenporary Duty at Leave Point. An enployee on | eave away
fromthe official duty station who receives orders to perform TDY at
the leave point is entitled to per diemfor the period of TDY and
transportation expenses on the return trip which exceed those that the
enpl oyee normal ly woul d have incurred if the TDY had not been required
(31 Compt. Gen. 509).

b. Tenporary Duty at G her Than Leave Poi nt.

(1) Duty at Oficial Duty Station.

(i) Leave Canceled. Wen an enpl oyee on | eave away
fromthe official duty station receives orders to
cancel the leave and return to the official duty station, expenses for
the return trip may not be paid if the purpose of
the | eave was not defeated by the recall to duty (56 Conpt. Gen. 96).

(1i1) Authorized to Resune Leave. Wen an enpl oyee
who has not substantially conpleted | eave away fromthe official duty
station is unexpectedly ordered to interrupt |leave to return to the
official duty station, has conpleted the assignnment and is authorized
to resune | eave, that enployee will be reinbursed for travel fromthe
point of interruption to the official duty station and for the return
to the place of |eave. Reinbursenent shall not exceed the
constructive costs of a round-trip between the point where the | eave
was interrupted and the official duty station. |If the enployee does
not continue |eave away fromthe official duty station, reinbursenent
may not be paid. Per diemmy not be paid at the official duty
station.

(2) Authorized to Resune Leave Upon Conpletion of

Assi gnnent .
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(1) Tenporary Duty at Various Places |ncluding
Return to Oficial Duty Station. An enployee who is on | eave away
fromthe official duty station, and receives orders to perform TDY at
various places, including return to the official duty station and is
aut horized to resune | eave upon conpl etion of TDY assignnent, is
al | oned per diemand transportati on expenses fromthe place where the
| eave was interrupted to the places of TDY (no per diem my be paid
while at the official duty station) and return to the place where
| eave was interrupted (25 Compt. Gen. 347, 28 Conpt. Gen. 237, 39
Conmpt. Gen. 611). Federal Travel Regul ations provide considerabl e
| atitude in reinbursing enployees called back to duty for the costs of
returning to a pernmanent duty station or proceeding to a tenporary
duty station. However, there is no authority for agencies to
rei mburse enpl oyees for personal expenses related to the cancellation
of leave, e.g. fees for the cancellation and re-issuance of airline
tickets.

(ii1) Tenporary Duty at Various Places not |nvolving
a Return to the Oficial Duty Station. |In a situation not involving
tenporary return to the official duty station, but otherw se simlar
to "a" above, an enpl oyee upon conpletion of TDY is allowed per diem
and transportati on expenses to resune | eave status at a point nore
di stant fromthe place of TDY than the point where | eave was
I nterrupted, provided the round-trip expenses are not greater than the
constructi ve expenses between the enpl oyee's official duty station and
the place of TDY (27 Conpt. Gen. 648).

(3) Drected to Return to the Oficial Duty Station
Upon Conpl etion of Assignnent.

(i) Leave Interrupted for Performance of Tenporary
Duty. When an enpl oyee on | eave away fromthe official duty station
receives orders to perform  TDY at other than the | eave point, and upon
conpl etion of the TDY assignnent is directed to return to the offici al
duty station, the enployee will be allowed per diemand transportation
expenses for the TDY perforned. However, transportation expenses for
return to the official duty station fromthe TDY point will be all owed
only to the extent that they exceed those which the enpl oyee normally
woul d have incurred if the TDY had not been required (11 Conpt. Gen.
336, 16 Conpt. Gen. 481, 34 Conpt. Gen. 443).
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(1i1) Tenporary Duty Directed Upon Conpletion of
Leave. An enployee on |l eave away fromthe official duty station who
recei ves orders to perform TDY upon conpl etion of |eave and then to
return to the official duty station, will be allowed per diem and
transportation expenses only to the extent that the transportation
expenses relating to the TDY exceed the constructive cost of expenses
t he enpl oyee normally woul d have incurred if the TDY had not been
required (19 Conmpt. Gen. 977). |If, inrelation to the place where the
enpl oyee is on |leave, the place of TDY is located in a routing
di rection through and beyond the enployee's official duty station, the
al | owabl e per diem and transportation expenses is limted to that for
round-trip travel between the official duty station and the place of
tenporary duty. (24 Conpt. Gen. 443).

1-7.17 Allowable Travel Time for Per Diem.

a. General. As cited in5 U S C 5733, "The travel of an
enpl oyee shall be by the nost expeditious neans of transportation
practicabl e and shall be comensurate with the nature and purpose of
the duties of the enployee requiring such travel." An enpl oyee
ordered to performTDY will be allowed per diemfor tine necessary to
travel to the TDY point(s) and return to the official duty station.
The all owabl e travel tine is dependent upon the nodes of
transportation authorized and/or used over a usually travel ed direct
route. Wen the enpl oyee uses the authorized node of transportation,
the allowable travel time wll be determ ned in accordance wth "b"

t hrough "g," below. Wen the enpl oyee, for personal conveni ence, uses
a node of transportation other than that which is authorized or
directed, the allowable travel tine and the resulting per diem payable
shal |l be conputed on a constructive cost basis as outlined in f(2)

bel ow.

b. Actual Travel Tine. Wen the travel tine actually used
by an enployee is less than the tinme considered allowable in
accordance with "c" through "g," below, the enpl oyee's actual travel
tine will be used for conputation.

C. Indirect or Interrupted Travel. Were, for conveni ence
of the enployee or through the taking of |eave, there is interruption
of travel or a deviation fromthe direct route, the per diemall owed
shal | not exceed that which would have been incurred on uninterrupted
travel by a usually traveled direct route. FTR 301-10.8
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d. Common Carrier Transportation Authorized and Used. Wen
use of common carrier transportation is authorized and the enpl oyee
uses such nmethod of transportation, the enployee shall use a U S. flag
carrier in accordance wwth the Fly Anerica Act. The enpl oyee shal
receive a per diemallowance for the actual tinme necessary to perform
the authorized travel over a usually traveled direct route and
schedul ed i n accordance with itens (1) through (7):

(1) Scheduling Travel. Travel will be by the schedul ed
transportati on which nost nearly coincides wwth the tine of departure
and arrival necessary to carry out the m ssion. Reasonable schedul es
will be used in achieving this objective. The schedule selected wll
I nclude travel tinme based on the carrier's required check-in tine plus
travel tinme to the termnal fromthe place travel begins, and the
carrier's scheduled arrival tinme plus travel time fromthe termnal to
the place travel ends.

(2) Travel During Regular Hours of Duty. Wenever
possi ble, travel will be schedul ed so an enpl oyee may travel during
regul ar hours of duty and not on the enployee's own tine. Wen two
consecutive workdays are involved, it is not unreasonable for the
enpl oyee to:

(i) depart the official duty station the day prior
to the day the enployee is required to report at the TDY station to
prevent travel during off-duty hours; or

(ii) depart the TDY station the norning follow ng
conpl etion of TDY to prevent travel during off-duty hours when the
enpl oyee is not required to be at the official duty station at the
start of business that norning.

(3) Unreasonable Delays. Per diemshall not be
aut hori zed or approved when an enpl oyee del ays the start or
continuation of travel for an unreasonable period so travel may be
performed during regular hours of duty instead of traveling on the
enpl oyee's own tine. Any unreasonable delay shall restrict the
enpl oyee to paynent of per diemon a constructive basis. For exanple:

(i) In connection with a TDY assi gnnment which wil |l
requi re beginning duty on Monday (e.g., to attend a conference at 8:00
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a.m on Monday), if the enpl oyee departs the permanent duty station on
Friday in order to travel during regular duty hours, paynent of per
diemwll be limted to that payable on the basis of a constructive
schedule (e.g., as though departure had been on the | atest avail able
transportati on on Sunday which would allow the enployee to arrive at
the TDY location at a reasonable hour). |If the traveler departs on
Friday as a matter of personal choice and w t hout supervisory
approval, the enpl oyee may be assessed annual | eave due to absence
fromregularly schedul ed work (Conpt. Gen. B-224131, dated

July 8, 1987).

(ii1) When an enpl oyee delays return travel froma
Friday to Monday (e.g., follow ng conpletion of TDY on Friday) in
order to travel during regular duty hours on Mnday, paynent of per
diemwll be limted to that which would have been all owed had the
enpl oyee begun the return travel follow ng the conpletion of work on
Friday and continued to the destination wthout delay. |If the
traveler returns on a Monday as a matter of personal choice and
wi t hout supervi sory approval, the enpl oyee may be assessed annual
| eave due to the absence fromregularly schedul ed work (Conpt. Gen. B-
224131, dated July 8, 1987).

(4) Acceptable Delays in Connection with Return Travel.
When an enpl oyee conpl etes TDY the day before a nonworkday and the
ci rcunstances so justify (e.qg., conpletion of the assignnent near
cl ose of business), the enployee nay delay return travel to the
official duty station until the follow ng norning or, when using
schedul ed transportation, until the first avail abl e departure that
day.

(5 Early Departure fromOficial Duty Station. Wen
an enpl oyee departs early to avoid a short interval between the
schedul ed tinme of arrival and the required reporting tinme at a TDY
station, the claimfor reinbursenment wll include a brief statenent as
to the reason for departing earlier than determ ned necessary in
accordance wi th provisions contai ned herein.

(6) En Route Rest Peri ods.

(1) Normal |y, an enployee will not be required to
use a carrier wwth a schedul e that necessitates boarding or |eaving
the carrier between mdnight and 6:00 a.m wunless that is the only
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schedul e available or is required by the mssion. Wen the provisions
of item (2) above, cannot be followed, and it becones necessary to
schedul e travel that woul d necessitate the enpl oyee boardi ng or

| eaving the carrier between m dnight and 6:00 a.m, an en route rest
period shall be authorized by the Authorizing Oficial. Such rest
stops shoul d not exceed a reasonable period of rest plus del ay
necessary thereafter in securing the earliest onward transportation to
the authorized destination. These rest stops should be scheduled to

t he maxi mum extent practicable at a point en route where free
stopovers are permtted by the carriers. FTR 301-70.200a and FTR 301-
70. 200b

(ii) Travel in Excess of Fourteen Hours.

(A) Wien travel is direct between duty points
(the official duty station outside CONUS, any other place outside
CONUS at which travel begins or ends, or the point of exit or entry
wi thin CONUS) which are separated by several tinme zones and at | east
one duty point is outside CONUS, a rest period not in excess of 24
hours may be authorized or approved when air travel between the duty
points is by |less-than-prem um class accommodati ons and the schedul ed
flight time (including stopovers of |ess than 8 hours) exceeds 14
hours by a direct or usually traveled route. A reasonable rest period
shall not be allowed when travel is authorized by prem umcl ass
accommodat i ons.

(B) The rest stop may be at an internedi ate
poi nt, including a point outside CONUS, provided the point is m dway
in the journey or as near to mdway as requirenments for use of U S
flag air carriers and carrier scheduling permt.

(© A rest stop shall not be authorized when
an enpl oyee, for personal convenience, elects to travel by an indirect
route resulting in travel tinme in excess of 14 hours.

FTR 301-70. 200a and FTR 301-70. 200b

(D) VWhen carrier schedules or the requirenents
for the use of U S flag air carriers preclude an internedi ate rest
stop, or arest stop is not authorized, it is recormmended that the
enpl oyee be scheduled to arrive at the enpl oyee's hone, official duty
station or TDY point with sufficient tinme to allow a reasonabl e rest
peri od before reporting for duty.
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(ii1) Special Provision of the Fly America Act.
When an enpl oyee nust delay or interrupt travel in order to neet the
provi sions of the Fly Arerica Act, the enpl oyee shall receive per diem
for the additional en route travel tine.

e. Gover nnent Transportati on Authorized and Used.

(1) Governnent Conveyance Ot her Than GOV. Wen use of
a Governnment conveyance (other than GOV) is authorized and the
enpl oyee uses such nethod of transportation, the per diem allowance
shal |l be based on the actual travel tinme necessary to performthe
aut hori zed travel .

(2) Governnment-Owned or -lLeased Autonobile. Wen use
of a GOV is authorized and the enpl oyee uses such nethod of
transportation, the per diemallowance shall be based on the actual
travel time necessary to performthe authorized travel, not-to-exceed
the travel tine conputed in accordance with f(1)(i), bel ow

f. Pri vat el y- Omed Conveyance.

(1) Use Mdre Advantageous to the Governnent.

(i) Privately-Omed Conveyance Ot her Than
Aut onobil e or Mdtorcycle. Wen travel by a privatel y-owned conveyance
(other than an autonobile) is authorized or approved as nore
advant ageous to the Governnent and such nethod of transportation is
actually used, a per diemallowance shall be payable for the actual
time necessary to performthe authorized travel over a usually
travel ed direct route.

(ii) Privately-Owmed Autonobile or Mot orcycl e.
When travel by a POV is authorized or approved as nore advantageous to
t he Governnent and such nmethod of transportation is actually used, a
per diem all owance shall be payable for the actual tine necessary to
performthe travel. That all owance, however, nmay not exceed an anount
conputed on the basis of a mninmumdriving distance per day which is
prescri bed as reasonable by the Approving Oficial for travel
perfornmed pursuant to a bl anket travel authorization and the
Aut horizing Oficial for travel performed pursuant to a specific trip
travel authorization. The mninmumdriving distance nmay not be |ess
than an average m | eage of 300 ml|es per day, nor nore than an average
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m | eage of 360 mles per day. For those days an enpl oyee fails to
travel the prescribed average m ninum m | eage, he/she will receive 1/4
of the allowable per diemfor that day for each quarter of the
prescribed mninmumm |l eage traveled. |In determning the m ni num
driving mleage, the appropriate official shall consider the

condi tions under which the travel is perfornmed. Exanples of
conditions to be considered are nunber of travelers and their age,
type and age of vehicle, geographical |ocation and terrain, and
average speed imt of the area. An enployee, however, nay not be
required to travel in an autonobile nore than 8 hours in any cal endar
day. Therefore, the official who established the average m ni num

m | eage may aut horize or approve the use of additional travel tine
when the enpl oyee is delayed en route for reasons clearly beyond the
enpl oyee's control, such as:

(A) Acts of Cod;
(B) Restrictions by Governnent authorities;

(C Dfficulties in obtaining fuel for the
vehicle driven during an energy crisis; or

(D) Oher reasons acceptable to the agency,
e.g., a physically handi capped enpl oyee or unforeseen traffic del ays.

The nunber of additional travel days authorized or approved shall not
exceed the actual del ay.

(2) Used as a Matter of Personal Preference. Wen an
enpl oyee as a nmatter of personal preference uses a POV, per diemwl|
be allowed for the lesser of (a) the actual travel tine or (b) the
travel time which would have been all owed had the enpl oyee used the
aut hori zed nethod of transportation.

g. Speci al Conveyance. Wen the use of a speci al
conveyance is authorized or approved for travel to the TDY point(s)
and return to the official duty station, and the enpl oyee uses such
met hod of transportation, the allowable per diemw || be based on the
actual tine necessary to performthe authorized travel over a usually
travel ed route; when the special conveyance used is an autonobil e,
travel time shall be conputed in accordance with f(1)(ii) above.
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CHAPTER 1. GENERAL TRAVEL REGULATI ONS

PART 8. ACTUAL SUBSISTENCE
EXPENSES

1-8.1 General. Part 8 applies worldw de (both within and outside
CONUS) except as specifically provided in this Part.

a. Authority. Agencies may authorize or approve
rei mbursenment for the actual and necessary subsi stence expenses of
official travel when such expenses are unusually high due to special
or unusual circunstances or for occasional neals and/or |odging, as
provi ded herein. This authority shall be used for individual travel
assignnments or specific travel situations only after appropriate
consi deration of the actual facts existing at the tine the travel is
di rected and perforned.

b. Del egation of Authority. The Secretary of Labor has
del egated the authority to authorize or approve reinbursenent of
travel on an actual subsistence expense basis to Authorizing
Oficials. FTR 301-11. 301

C. Agency Responsibility. Oficials who authorize or
approve reinbursenent of travel on an actual expense basis are
requi red to give adequate consideration and review of the travel
ci rcunst ances warranting such rei nbursenent to ensure that the
authority contained herein is admnistered in accordance with the
intent of this regulation. (See 1-8.5hb)

d. Rel ati onship to Per Diem Cenerally, authorization or
approval of actual subsistence expenses is contingent on the
entitlenent to per diem Except as otherwi se provided in this Part,
the definitions and rules stated in Part 7 of this Chapter applicable
to the enployee's entitlenent to a per diemallowance shall apply to
travel on an actual expense basis.

e. Al | owabl e Expenses. Actual subsistence expense
rei mbursenent may be allowed for the sane types of expenses that are
covered by the per diemallowance in 1-7.1c provided such expenses are
determ ned to be actual and necessary expenses incident to the
particul ar travel assignnent.
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f. Prudent Traveler. An enployee traveling on the actual
subsi st ence expense basis is expected to exercise the sane care in
I ncurring expenses as set-forth in Part 7 for travel on a per diem
basi s.

1-8.2 Conditions Warranting Authorization or Approval of Actual Ex-
penses.

a. Travel Assignnents Involving Special or Unusual
G rcunstances. Travel on an actual subsistence expense basis may be
aut hori zed or approved for travel assignnents when the applicable
maxi mum per diemrate (see 1-7.3) is inadequate due to special or
unusual progranmmatic circunstances. The maxi nrum per diemrate,
al t hough general |y adequate, may be insufficient for a particular
travel assignnment because the actual and necessary subsi stence
expenses are unusually high due to special duties or because
subsi stence costs have escal ated tenporarily due to special or
unf oreseen events. Since |odging costs constitute a major portion of
t he subsi stence expenses, travel on an actual expense basis nmay be
aut hori zed or approved for travel when, due to special or unusual
ci rcunstances, the | odging costs absorb all or nearly all of the
appl i cabl e maxi num per di em al | owance.
FTR 301-11.300b In addition, agencies may authorize actual subsistence
when doing so is needed to neet m ssion requirenents or other
progranmati c or adm nistrative need. FTR 301-11.300c and FTR 301-
11.300d Exanples of travel assignments or situations that may warrant
aut hori zati on or approval of actual and necessary expenses include but
are not limted to the foll ow ng:

(1) The enpl oyee attends a neeting, conference, or
training session away fromthe official duty station where | odging and
nmeal s nust be procured at a prearranged place (such as the hotel where
the neeting, conference, or training session is being held) and the
| odgi ng costs incurred, because of these prearranged acconmodati ons,
absorb all or practically all of the applicable maxi num per diem
al | onance; FTR 301-11. 300a

(2) The travel is to an area where the applicable
maxi mum per diem all owance is generally adequate but subsistence costs
have escal ated for short periods of time during special functions or
events such as mssile launching periods, inter- international or
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nati onal sports events, world' s fairs, conventions, or natural
di sasters;

(3) Based on a situation described in paragraph a.(2)
of this section, affordable |odgi ng accommbodati ons are not avail abl e
or cannot be obtained wthin a reasonable commuting distance of the
enpl oyee's tenporary duty point and transportation costs to conmute to
and fromthe | ess expensive lodging facility consune nost or all of
t he savi ngs achi eved from occupyi ng | ess expensive | odging; FTR 301-
11. 300b

(4) The enpl oyee, because of special duties of the
assi gnment, necessarily incurs unusually high expenses in the conduct
of official business, such as to procure superior or extraordinary
accommodations including a suite or other quarters for which the
charge is well above that which he/she would normally have to pay for
accommodat i ons;

(5) The enpl oyee necessarily incurs unusually high
expenses incident to his/her assignnent to acconpany anot her enpl oyee
in a situation as described in paragraph a.(4) of this section; or

(6) In addition to the circunstances enunerated above
in (1) through (5), actual subsistence expenses may be authorized and
approved in standard CONUS | ocalities:

(i) when peak vacation denmands, harvests, and ot her
seasonal events create an unusually high demand for | odgi ng and
results in a prevailing seasonal rate structure that causes the
standard CONUS rate to be inadequate; or

(i1) when a traveler has attenpted to obtain
adequate |lodging (i.e., lodging has daily maid service and private
bath; is clean; and other factors, when eval uated by the supervisor,
denonstrate the | odgi ng was i nadequate) within a reasonable proximty
of the TDY |ocation, but such lodging is not offered at the standard
CONUS | odgi ng per diemrate. The traveler may request retroactive
aut hori zati on and approval of actual subsistence expenses provided the
actual cost of |odging exceeds the standard CONUS | odgi ng per diem
rate by $5. (This $5 difference threshold may be waived by the
Approving O ficial in cases where the enployee is required to nmake
repetitive visits to a location where the actual cost of | odging
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exceeds the lodging rate by less than $5.) The nmaxi num anount

al l owabl e is the actual cost of |odging not-to-exceed 150 percent of
the standard CONUS | odgi ng per diemrate plus the standard CONUS Ml E
al | onance set by GSA for the subject locality. (up to 300 percent with
t he approval of the Assistant Secretary for Adm nistration and
Managenent - See 1-8.3b(1).)

b. Situations Requiring Reinbursenent for Qccasional
Lodgi ng and/or Meals. Al though |odging and/or neals are furnished
wi t hout cost (or at a nomnal cost) for a particular assignnent, the
enpl oyee may necessarily incur expenses for occasional |odgings and/or
nmeal s. The agency may approve rei nbursenent of appropriate expenses
I ncurred for occasional neals or |lodging that are determ ned to be
necessary and justified by the circunstances involved. The actual ex-
pense al |l owabl e for | odging or each neal may not exceed the applicable
| odgi ng or individual neal allowance provided in Part 7 of this
Chapter, or 150 percent of those anounts if special or unusual
circunstances are involved. (up to 300 percent with the approval of
the Assistant Secretary for Adm nistrati on and Managenent - See 1-
8.3b(1).) If the travel is to a location where 1-8.3c. applies under
speci al or unusual circunstances, the authorizing agency shal
determ ne an appropriate limtation on the anount of reinbursenent.
Approval of actual subsistence expenses under this provision may be
made after conpletion of the travel assignnment. The Approving
O ficial has been del egated authority to authorize and approve actual
subsi st ence expenses when | odgi ng and/ or neals are furnished w thout
cost (or at a nomnal cost) for a particular assignnent, but the
enpl oyee necessarily incurred expenses for occasional |odgi ng and/ or
nmeal s.

c. Travel of 12 Hours or Less. Actual expense rei nbursenent
shall not be all owed when the period of official travel is 12 hours or
| ess during the sane cal endar day.

d. Wien No Lodging I's Required. Actual subsistence expense
may not be allowed when lodging is not required. Wen lodging is
requi red, actual subsistence expenses may be allowed in accordance
wWth this Part.

e. Calculation of Maxi mum Actual Subsistence. The maxi nmum
anmount allowable is the actual cost of |odging not-to-exceed 150 or
300 percent of the lodging per diemrate plus the M E all owance set
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by GSA for the subject locality. For exanple, if the GSA set rate for
| odging is $80 and the M&I E al |l owance is $30, cal cul ate the maxi mum
actual subsistence by adding the per diemrate and M& E al | owance
together and multiply by 150 percent (in this exanple). Then, take

t he product and subtract the MG E rate and the result is the anmount
avail able for lodging, i.e.,80 + 30 = 110. Miltiply 110 by 150
percent = 165. From 165 subtract 30 = 135. The bal ance of $135 is the
anount available for |odging. However, the traveler may elect to use
sone or all the M&IE allowance to pay for |odging. For exanple, in
this case the maximumthat the traveler may elect for lodging is $165
but no all owance would then renmain for food, etc.

1-8.3 Maximum Daily Rates and Reimbursement Limitations.

This section establishes the nmaxi rum anount of reinbursenent for

actual subsistence expenses that may be authorized or approved for
each cal endar day or fraction thereof. Agencies shall determ ne
appropriate and necessary daily maxi numrates not-to-exceed these
anounts when aut hori zing or approving travel under this Part. Maxi mum
daily rates need not be prorated for fractions of a day; however, see
paragraphs b. (1) and (2) of this section for reinbursenent

limtations.

a. Maxi rum Dai |l y Rat es.

(1) Travel Wthin CONUS. For travel within CONUS, the
maxi mum daily rate for subsistence expenses shall not exceed 150
percent (up to 300 percent with the approval of the Assistant
Secretary for Adm nistration and Managenent - See 1-8.3b(1)) of the
appl i cabl e maxi num per diemrate (rounded to the next higher dollar)
prescribed by GSA for the travel assignnent |ocation. FTR 301-11. 30
and 301-11. 303

(2) Travel Qutside CONUS. For travel outside CONUS and
unl ess actual subsistence is authorized, the maxinumdaily rate for
subsi stence expenses shall not exceed the greater of the anounts
prescri bed by the Departnents of Defense and State, as set-forth in
the Joint Federal Travel Regul ations/Joint Travel Regulation and the
Foreign Affairs Manual, respectively, for non foreign and foreign
ar eas.
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b. Rei nbursenent Limtation.

(1) Ceneral Limtation. Wen a traveler is authorized
actual expenses and expenses are less than the locality per diemrate
or the authorized anmount, reinbursenent is |[imted to the expenses
I ncurred. FTR 301-11. 304 Expenses incurred and clainmed (including
those for fractional days) shall be reviewed and allowed only to the
extent determ ned to be necessary and reasonabl e by the Approving
Oficial and the Servicing Finance Ofice. (See 1-8.5b.)

Rei mbursenent for neals and incidental expenses shall not exceed 150
percent (up to 300 percent with the approval of the Assistant

Secretary for Adm nistration and Managenent - See 1-8.3b(1).) of the
M&l E rate applicable to the tenporary duty |ocation. FTR 301-11.303

(2) Specific Meals and Incidental Expenses Limtation.
The agency may aut horize or approve the paynent of neals and
I nci dental expenses on a flat rate basis w thout the need for receipts
and/or item zation when such expenses are within the applicable M E
rate. On full days of travel the paynent shall not exceed the
applicable MBI E rate. On partial days of travel, the paynent shal
not exceed three-fourths of the applicable MG E rate. The anount of
the maximumdaily rate in excess of the actual M E paynent nmay be
used for | odging.

c. Travel to an Area Wthin CONUS Were Special or Unusual
G rcunstances Result in an Extrene Increase in Subsistence Cost for a
Tenmpor ary Peri od.

(1) Authority to Establish a H gher Actual Subsistence
Expense Rei nbursenent Rate. The Assistant Secretary for
Adm ni stration and Managenent may establish an appropriate maxi num
daily rate for reinbursenent of actual subsistence expenses up to but
not -t o- exceed 300 percent of the maxi mum per diemrate prescribed in
1-7.3a. of this chapter when the follow ng conditions are net:

(i) Travel is to an area wthin CONUS where
speci al or unusual circunstances result in an extrene increase in
subsi stence costs for a tenporary period;

(ii) The DOL Agency Head submts a request, as
specified in paragraph c.(3) of this section, for establishnent of a
maxi numrate prescribed in paragraph c.(1) of this section: and
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(iti1) The justification supporting the request
warrants establishnent of a higher rate. FTR 301-11.30, FTR 301-
11. 303, and FTR 301-11. 305

(2) Application and Limtations. Such higher
established rate shall apply for a specific trip or for all official
travel to the area, and will be effective for a period not-to-exceed
30 days.

(3) Extensions. The Assistant Secretary for
Adm ni strati on and Managenent nmay extend the period of effectiveness
in increnents of up to 30 days upon the request of an Agency Head.

d. Wen Lodging Is Procured Through Use of an Agency Purchase
O der. Wen actual subsistence expense reinbursenent is authorized or
approved under Part 8 of this Chapter and lodging is furnished to the
enpl oyee at no cost through use of an agency purchase order, the
agency shall not authorize or approve reinbursenent for other
subsi stence expenses that wll, when conbined with the cost of | odging
furni shed, exceed the maxinmumdaily rate authorized under paragraph
"a" or "b" of this section.

1-8_4 Authorization or Approval.

a. Requests for Authorization or Approval of Actual Expense
Rei nbursenent. It is the enployee's responsibility to request
aut hori zati on or approval for actual subsistence expense rei nbursenent
when conditions appear to warrant such rei nbursenent and to furnish
appropriate justification to support the request. A request is nade by
attaching a certification to the travel voucher which identifies and
certifies the circunstances under which actual subsistence expense
rei mbursenent is being requested. The certification nust state
whet her | ess expensive |odging was offered and, if it was, the reason
the travel er considered the | ower cost | odgi ng i nadequat e.

b. Prior Authorization of Actual Expense Travel. Nornally,
travel on an actual expense basis should be authorized in advance and
the daily maxi numrate authorized by the agency shall be stated in the
travel authorization. FTR 301-11. 302

C. Approval After Travel Is Conpleted. If travel is
perfornmed without prior witten authorization or is authorized on a
per diem basis and otherwi se conforns to the provisions of this Part,
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rei nmbursenment for actual and necessary subsi stence expenses nmay be
approved after conpletion of the travel when supported by an

expl anati on acceptable to the Approving Oficial and such expl anation
statenment is included with or on the travel voucher. FTR 301-11. 302
The signature of the Approving Oficial on the voucher is considered
approval and an anendnent to the travel authorization.

When el ectronic processing is used to sign and forward travel
docunents, the certification remains with the Authorizing/ Approving
Oficial.

1-8.5 Requirements for Documentation, Review, and Administrative
Controls.

a. Docunent ati on of Actual Expenses on the Voucher.

(1) Iltemzation. Wen travel is authorized or approved

on an actual subsistence expense basis, the enpl oyee shall item ze on
the travel voucher each expense for which rei nbursenent is clainmed on
a daily basis. Meals nust be item zed separately; i.e., breakfast,

| unch, and dinner. Specifically excluded are al coholic beverages and
entertai nnent incurred for other persons. Expenses incurred for foods
whi ch were not a part of breakfast, |unch, or dinner are not allowable
as subsi stence expenses, e.g., snacks, coffee breaks, etc. However,
when an enpl oyee for nedical reasons nust eat nore than three neals a
day, reinbursenent for the cost of the additional neals nmay be cl ai ned
by the enpl oyee as a neal under this subparagraph. Those expenses
that do not usually accrue on a daily basis, may be averaged over the
nunber of days that actual expense reinbursenent is authorized or
approved. FTR 301-11. 306

(1) Wien the cost of neals is included in the cost
of other itens of expense paid either directly or indirectly by the
Governnent (e.g., neals included in cost of training packages, etc.),
rei mbursenent for that neal shall not be all owed.

(ii) Travelers may only be reinbursed for costs
actually incurred. Thus, reinbursenent for neals provided w thout
charge will not be allowed, regardl ess of who provided the neal.
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(2) Receipts. Receipts shall be required for | odging,
regardl ess of anmount, and any ot her expense when the cost is $75 or
nore. Agencies may, at their discretion, require receipts for other
al | onabl e subsi stence expenses; however, the enployee nust be inforned
of this requirenent in advance of travel. FTR 301-11.306 The
provi sions of 1-7.9b(1) and (2) covering doubl e occupancy and m ssi ng
recei pts apply to this Part. FTR 301-11.25

(3) Exception to Receipts and/or Item zation
Requi renent. Wen an agency limts reinbursenent for neals and
I nci dental expenses to 100 percent of the applicable MBI E rate (as
provided in 1-8.3b(2)), receipts and/or item zation of neals and
I nci dental expenses need not be required except at agency discretion.
FTR 301- 11. 306

b. Agency Review and Adm nistrative Controls. An
appropriate review of the justification for travel on an actual
subsi stence expense basis shall be nade. Expenses clainmed by an
enpl oyee shall be reviewed by the agency to determ ne whether the
expenses are reasonabl e and al | owabl e subsi stence expenses, and are
necessarily incurred in connection with the travel assignnment; it is
particularly inportant that prior to approving a travel voucher for
paynent, the Approving Oficial shall determne that the neals clained
were necessary and that the cost was reasonabl e based upon the
ci rcunstances of the travel assignnent.

1-8.6 Mixed Travel (Per Diem and Actual Subsistence Expense) Reim-
bursement.

a. CGeneral |y, when actual reinbursenent is authorized or
approved for a particular tenporary duty |location, and is the only
rei mbursenent systeminvol ved, the partial day of travel to and from
that location also will be on an actual expense basis. However, if
the en route travel to or fromthe actual expense |location entails
nore than 1 day, the agency may authorize actual expense
rei mbursenent, or per diemin accordance with Part 7 of this Chapter,
whi chever is admnistratively advantageous and comensurate with the
expenses expected to be incurred by the traveler. FTR 301-11.4

b. | f actual expense reinbursenent authorized for
particular locations is intermngled with per diemat other |ocations
in a single trip, the method of reinbursenent is determ ned by the
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enpl oyee's | ocation at m dnight of the calendar day in question. Only
one nethod or systemis authorized for any given cal endar day except
as provided in 1-8.2b or 1-8.3b(2). FTR 301-11.4 and FTR 301-11.7

1-8.7 Interruption of Subsistence Entitlements.

The provisions of 1-7.15 concerning interruptions of per diem
entitlenent (leave and non workdays, return to official station for
non wor kdays, indirect route or interrupted travel, and illness or
Injury or a personal energency situation) shall apply to travel on an
actual subsistence basis. FTR 301-10.8

1-8.8 Ordered to Duty While on Leave.

The provisions of 1-7.16 concerning orders to duty while on
| eave are applicable to travel on an actual subsistence expense basis.

1-8.9 Allowable Travel Time for Actual Subsistence Expense
Reimbursement.

The provisions of 1-7.17 apply to actual subsistence expense
travel.
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CHAPTER 1. GENERAL TRAVEL REGULATI ONS

PART 9. MTSCELLANEOUS EXPENSES

1-9.1 Expenses Allowable.

a. M scel | aneous Expenses. Charges for necessary
stenographic or typing services or rental of typewiters in
connection with the preparation of reports or correspondence;
clerical assistance; services of guides; interpreters; packers;
drivers of vehicles; use of conputers, printers, fax machi nes, and
scanners; |odging taxes; laundry, dry cleaning and pressing of
cl ot hi ng expenses (See 1-9.1h); and storage of property used on
of ficial business shall be all owed when authorized or approved.
Paynment of m scel |l aneous expenses are limted to only those expenses
that are necessary and in the interest of the Governnent. FTR 301-
12.1, FTR 301-70.300, and FTR 301-70. 301

b. Conf erence Space. Wen it is necessary to secure
conference space to performofficial business, the traveler should
request free accomodations from GSA and ot her Federal agencies. |If
none are avail able, the necessary space to transact business nmay be
aut hori zed or approved as a separate charge fromthe traveler's
| odgi ng. For additional information see "Conference Planning
Checklist" posted to the OCFO web page at
http://www?2.dol.gov/dol/ocfo/public/travel/main.htm.

C. Traveler's Checks, Mney Oders, Certified Checks, or
Aut omat ed- Tel | er - Machi ne (ATM Services. The cost of traveler's
checks, noney orders, or certified checks
purchased in connection with official travel may be rei nbursed. The
anmount of the checks or noney orders may not exceed the estimated cash
needs. (See 1-10.3.) Transaction fees for ATMw t hdrawal s, may be
all oned as described in 1-15.47. FTR 301-12.1

d. Fees Relating to Travel Qutside the Continental United
St at es. To travel in foreign countries on official business, based
on a properly executed Travel Authorization, an enpl oyee nust have an
of ficial passport and the necessary i muni zati ons agai nst certain
di seases. The ILAB wll, upon request, furnish information and

7-1-147


http://www2.dol.gov/dol/ocfo/public/travel/main.htm

JUNE 2000 DLMS- 7

assi stance needed by the traveler. Reinbursenent for the foll ow ng
I tens of expenses nmay be authorized or approved:

(1) Conversion of CQurrency. Conmm ssions for conversion
of currency in foreign countries. (See 1-11.5e.)

(2) Check Cashing Costs. Charges covering exchange
fees for cashing United States Governnent checks or drafts issued for
t he rei nbursenent of expenses incurred for
travel in foreign countries. (See 1-11.5e(1).) Exchange fees
I ncurred in cashing checks or drafts issued in paynent of salary shal
not be allowed in travel expense accounts.

(3) Trip Insurance. Cost of trip insurance purchased
by enpl oyees for use of a Governnent-furnished or privately-owned
vehicle during official business for specific or
I ndi vidual trips into a foreign country nmay be reinbursed. Trip
I nsurance covers potential liability for property damage or persona
injury or death of third parties. Reinbursenent is limted to
I nstances in which the purchase of such insurance is required by
foreign statute or is a practical necessity due to the |egal
procedures of a foreign country which, in the event of an accident,
could result in detainnment of the driver or inpoundnent of the
vehicle. The anount of reinbursenent is [imted to the cost of the
m ni num anount of insurance required for the use of a foreign
country's roads or the m ni mum anount required to be purchased by
I ndustrial custom

(4) Travel Docunent Costs. Fees in connection with the
| ssuance of passports, visa fees, costs of photographs for passports
and visas, costs of certificates of birth, health, and identity, and
of affidavits and charges for inoculation which cannot be obtained
t hrough a Federal dispensary. FTR 301-12.1

(i) Passports. (See 1-1.102b(2)(v))

(i1) Visas. (See 1-1.102b(2)(vi))

e. QO her Expenses. M scell aneous expenditures not
enuner ated herein, when necessarily incurred by the traveler in
connection with the transaction of official business, shall be
al | oned when approved. FTR 301-12.1
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f. Regi stration Fees. Registration fees are reinbursable
when attendance is required at neetings and conferences connected wth
the official assignnment of the traveler. The registration fee may
I ncl ude the expense of a banquet when attending a conference, with a
correspondi ng deduction for the neal fromper diem upon an
Aut hori zing or Approving Oficial's determnation that the traveler's
attendance at the banquet was necessary for full participation in the
conference. Authorized registration fees of $75.00 or nore shoul d be
supported by an invoice or the original paid receipt. Registration
fees are not to be established by the Departnent for neetings and
conferences sponsored solely by the Departnent. For other conferences
where collection of registration fees is anticipated cl earance of the
Ofice of the Solicitor is advised.

g. Lodging taxes paid are reinbursable as a m scel | aneous
travel expense |imted to the taxes on reinbursable
| odgi ng costs. For exanple, if the agency authorizes the traveler a
maxi mum | odgi ng rate of $50 per night, and the traveler elects to stay
at a hotel that costs $100 per night, the traveler can only claimthe
amount of taxes on $50, which is the nmaxi mum aut horized | odgi ng
amount. FTR 301-11. 27

h. Laundry, cleaning, and pressing of clothing
expenses at a TDY location are rei nbursable as a m scel | aneous travel
expense but only for TDY in CONUS. However, the traveler nust incur a
m ni num of 4 consecutive nights | odging on official travel to qualify
for this reinbursenent. FTR 301-11.31 The Approving Oficial my
require recei pts when the traveler is inforned of this requirenment in
advance of travel. FTR 301-11. 306

1-9.2 Additional Travel Expenses Incurred by an Employee with a
Disability.

a. Policy, Applicability, and General Rules.

(1) Policy. In accordance with the Rehabilitation Act
of 1973, as anmended (29 U . S.C. 701-797(b) et seq. and 5 U.S.C. 3102)
t hese provisions are intended to accommbdate an enpl oyee with a
disability by providing for rei nbursenent of necessary additional
travel expenses (reasonabl e accommodations)incurred in the performance
of official travel. FTR 301-13.1 An enployee with a special need
shoul d be treated the sane as an enployee with a disability. The
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addi tional travel expenses nmust be necessary to accommodate the
enpl oyee’ s needs. FTR 301-70. 400

(2) Applicability. This section applies to an enpl oyee
with a disability as defined in paragraph "b" of this section.

(3) Ceneral Rule. Paynent is authorized for the
addi tional travel expenses listed in paragraph "c" of this section
whi ch are necessarily incurred by an enployee with a disability in the
performance of official travel. The Authorizing Oficial wll
determne if an enployee has a disability or special need which
requi res accommodati on, including when docunentation is necessary or
when a determ nation may be based on a clearly visible physical
condition. The Authorizing Oficial is responsible for determning
how t o reasonably accomodate the enpl oyee and what expenses the
agency wll pay. FTR 301-70.401 Additional travel expenses nmay be
necessary to accomodate a special physical need which is either:

(i) Gearly visible and di scernible; or

(ii1) Substantiated in witing by a conpetent nedical
authority. FTR 301.13.2

b. Definitions. For the purposes of this section, the
follow ng terns have the nmeani ng indi cat ed:

(1) Enployee with a Disability. The term "enpl oyee
wth a disability" nmeans an enpl oyee who has a disability as defined
I n paragraph b(2) and is otherw se generally covered under the
Rehabilitation Act of 1973, as anended, 29 U S.C. 701 et seq.

(2) Disability. The term"disability" with respect to
an enpl oyee neans:

(1) Having a physical or nental inpairnent
that substantially [imts one or nore major life activities;

(1i) Having a record of such an inpairnment; or

(ii1) Being regarded as having such an inpairnent;
but
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(iv) Does not include an individual who is
currently engaging in the illegal use of drugs, when the covered
entity acts on the basis of such use. FTR 300-3.1

(3) Physical or Mental Inpairnent.

(i) The term "physical or nental inpairnment” neans:

(A) Any physiol ogi cal disorder or condition,
cosnetic disfigurenent, or anatom cal |oss affecting one or nore of
the foll ow ng body systens: neurol ogical, nuscul oskel etal, speci al
sense organs, respiratory (including speech organs), cardi ovascul ar,
reproductive, digestive, genitourinary, hemc and |ynphatic, skin and
endocri ne; or

(B) Any nmental or psychol ogi cal disorder, such
as nental retardation, organic brain syndrone, enotional or nenta
i1l ness, and specific learning disabilities.

(ii) The term "physical or nental inpairnent”
I ncludes, but is not limted to, such diseases and conditions as
cerebral pal sy, epilepsy, nmuscul ar dystrophy, nultiple sclerosis,
cancer, heart disease, diabetes, nental retardation, enotional
I 1l ness, and orthopedic, visual, speech, and hearing inpairnents.

(4) Mjor Life Activities. The term"major life
activities" nmeans functions such as caring for oneself, performng
manual tasks, wal ki ng, seeing, hearing, speaking, breathing, |earning,
and wor ki ng.

(5) Substantial Limts. The term"substantial limts"
nmeans the enployee is unable to performa najor life activity that the
average person in the general population can perform or is
significantly restricted as to the condition, manner, or duration
under which he/she can performa particular major life activity as
conpared to the condition, manner, or duration under which the average
person in the general population can performthat sane major life
activity.

(i) Has a record of such an inpairnment. The term
"has a record of such inpairnment” neans the enpl oyee has a history of,
or has been classified as having, a nental or physical inpairnent that
substantially limts one or nore mgjor life activities.
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(ii) “Is regarded as having such an inpairnment"
means the enpl oyee has:

(A) A physical or nmental inpairnment that does
not substantially imt major life activities but the inpairnent is
treated by the agency as constituting such a limtation;

(B) A physical or nental inpairnent that
substantially limts major life activities as a result of the
attitudes of others toward such an inpairnent; or

(C© None of the inpairnents defined under
"physical or nental inpairnment”, but is treated by the
enpl oyi ng agency as having a substantially [imting inpairnment. FTR
300-3.1

C. Al |l owabl e Expenses. The follow ng expenses are
al | onabl e addi tional travel expenses payable to an enployee with a
disability:

(1) Transportation and subsi stence expenses authorized
under this Chapter that are incurred by an attendant acconpanying the
enpl oyee, whether the attendant is or is not a nenber of the
enpl oyee's immedi ate famly, when the enpl oyee requires the assistance
of an attendant;

(2) Cost of specialized transportation for the enpl oyee
to, from and/or at the tenporary duty | ocation;

(3) Cost of specialized services provided by a
commerci al carrier necessary to accomobdate the enpl oyee's disability;

(4) Costs incurred as a direct result of the enployee's
disability for baggage handling in connection with public
transportation or at lodging facilities;

(5 Cost of renting and/or transporting a wheel chair;
and/ or

(6) Cost of prem umclass accommbdati ons when necessary
to accommopdate the enployee's disability (the necessity nust be
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substantiated in witing by a conpetent nedical authority and
aut hori zed under 1-3.3). FTR 301-13.3

1-9.3 Payment to Government Emplovees.

Nei t her paynment nor reinbursenent shall be all owed under any
agreenent made by the traveler with an enpl oyee of the Governnent for
personal services.
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CHAPTER 1. GENERAL TRAVEL REGULATI ONS

PART 10. SOURCE OF FUNDS

1-10.1 General Policy.

a. Mnimzing Cash Requirenents. Agencies and travelers
shal |l take all reasonable steps to mnimze the cash burden on both
the agency and the traveler as required in 1-1.105 of this Chapter.
These steps shall include, but not limted to, using governnent
contractor-issued charge cards and frequent flyer credits. Were the
use of governnent contractor-issued charge cards is inpractical for
procuring conmon carrier transportation, agencies shall purchase
required transportation tickets for enployees through a governnent
sponsored travel managenent center (TMC) as provided in 1-10.2 or
ot her procedures approved by GSA. For conmmon carrier (buses and
subway) transportation, tokens/farecards should be purchased in bulk
and furnished to the enpl oyee as needed. Were this is inpractical,
the traveler may claimreinbursenent for the actual fares paid. FTR
301-51-1, FTR 301-51-2, FTR 301-71-300, and FTR 301-72-204

b. Managi ng Fi nanci al Resources. To nanage Feder al
financial resources nore effectively for travel expense purposes,
agenci es shal l:

(1) Hold to a mninumthe anmounts of cash advanced for
travel purposes as provided in 1-10. 3;

(2) Followup with travelers to assure that vouchers
are submtted within established tine franes as provided in 1-11.4a,
and;

(3) Process travel vouchers pronptly to recover any
excess travel advances or to provide paynent to enpl oyees as provi ded
in 1-10. 3d.

C. Governnent Contractor-1ssued Charge Cards.
Governnent contractor-issued charge cards nust be issued to all em
pl oyees who are expected to travel nore than tw ce a year (frequent
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travelers). Use of charge or credit cards held by the enpl oyee for

personal use and issued by any other credit card conpany are not
aut hori zed. FTR 301-51.1 and FTR 301-70. 700.

1-10.2. Procurement of Common Carrier Transportation.

a. Methods of Purchase.

(1) Governnment Contractor-Ilssued Travel Cards.
Travel ers nmust use a Government contractor-issued individually billed
travel card to the maxi mum extent possible for all official travel
expenses, except those billed directly to the agency. FTR 301-51.1,
and FTR 301-51. 700 For enpl oyees who have been issued a gover nnment
contractor-issued credit card, the use of the credit card is the
requi red nmethod for purchasing of air and rail passenger
transportation services FTR 301-51.100 |If an enpl oyee has not been
| ssued a governnment contractor-issued credit card or the enpl oyee's
card has been canceled, the TMC may charge the cost of the enpl oyee's
transportation to the GIR i ssued to the TMC by DOL.

(1) Commercial transportation services nust be
obtained directly fromthe carrier or through a TMC whi ch provi des
services to the Governnent under a contractual arrangenent with GSA
FTR 301-50.1

(ii) The FTR prohibits the use of all other travel
agenci es except under the conditions set-forth in 1-15.3. Tickets for
comercial transportation, in general, should not be purchased until
two wor ki ng days prior to commencenent of the trip, except for the
acqui sition of a special fare ticket as provided in 1-3.4.

(ii1) Services under a Governnent contract may be
furnished by a commercial travel agent, electronic travel services
system or other travel managenent services provider. FTR 301-50.1

(2) U.S. Governnent Transportation Requests (GIR s).
DOL does not issue GIRs directly to enpl oyees but has obtained a
wai ver from GSA to allow Travel Managenent Centers to charge
transportation to a bl anket GIR for enpl oyees who do not have a
gover nnent -i ssued charge card. (See 1-15.7d.(5).) FTR 301-72.3, FTIR
301-51.1, FTR 301-51.100, and FTR 301-51.103

7-1-155



JUNE 2000 DLMS- 7

b. Cash Paynents for Procurenent of Conmon Carrier
Transportation Services. The use of cash to procure passenger
transportation services may not be authorized except when the
Governnent contractor-issued individually billed travel card is not
accepted, in an energency situation, or by an infrequent travel er who
has not been issued a charge card. However, when possible, a traveler
who encounters the above circunstances should first contact the TMC
for procurenment of transportation. For this paragraph, the use of
checks (personal or travelers), personal credit cards, cash
w t hdrawal s obtained froman ATM usi ng a Governnent contractor-issued
individually billed travel card, are considered the equival ent of
cash. FTR 301-51.1,, FTR 301-51.101, and FTR 301-72.200

(1) Energency G rcunstances. Under energency
ci rcunst ances when the use of a TMC, or governnent contractor-issued
charge card is not possible, Servicing Finance Oficer, may authorize
or approve travelers' use of cash when procuring passenger
transportation services as provided in 41 CFR 101-41.203-2(b).
However, nost TMC s have “24 hour” phone nunbers. These del egati ons
of authority may not be further delegated. FTR 301-51. 100, FTR 301-
72.201, and FTR 301-72.202

(2) Non-Energency G rcunstances. An enployee, who is
unaware of the prohibition against the cash purchase of transportation
services may be granted a one-tine exception to the prohibition by the
Servicing Finance Oficer. |f the cash paynent was made under a non-
enmer gency circunstance, reinbursenent to the travel er nust not exceed
t he cost which woul d have been properly chargeable to the Governnent
(city-pair rate) had the travel er used a governnent provi ded paynent
resource, (e.g. individual Governnment contractor-issued travel charge
card, centrally billed account, or GIR). However, the Servicing
Finance O ficer can determ ne when circunstances warrant to make ful
paynent (e.g. invitational travel, infrequent travelers and
I nterviewees). FTR 301-51.102, FTR 301-72.201, and FTR 301-72. 201,
FTR 301-72.202, and FTR 301-72. 203 These del egations of authority nay
not be further del egat ed.

(3) Reinbursenent. The travel voucher claimng
rei mbursenent for cash paynents for transportation services shall show
the ticket nunber, carrier name, accomobdations used, origin and
destination of travel perfornmed, and the agent's valuation of the
transportation ticket. A traveler who has procured passenger
transportation services with cash (whether using personal funds or a
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travel advance) shall assign to the Governnent his/her right to
recover any excess paynent involving a carrier's use of inproper
rates. (See statenent/ voucher requirenents in 1-11.5c(3). See also
1-1.103b for provisions on pronotional materials received from
carriers and 1-1.103c and 1-3.5 for provisions on deni ed boarding
conpensation.)

1-10.3 Advance of Funds.

a. Authority. So that enpl oyees need not use personal funds
for official travel expenses, advances nmay be issued for a reasonable
time not-to-exceed 45-days to cover allowable expenses. FTR 301-
31.14, FTR 301-51.201, FTR 301-71.300 FTR 301-71.301, and 301-71. 305
Advances shall be issued primarily in the formof authorized ATM cash
wi thdrawal s or electronic funds transfer (EFT), depending on
availability and tine in anmounts advisable within the criteria stated
I n paragraphs "b" of this section, considering the character and
probabl e duration of the travel to be perforned. Only when an
enpl oyee does not have a bank account will an advance be provided by
Treasury check

b. Amunts of Travel Advances. Travel advances, when
needed, should be imted to the mnimal anmount required to pay for
official travel expenses not payable using a Governnment contractor-
| ssued travel card. FTR 301-31.14 and FTR 301-71. 300 Gover nnment
contractor-issued charge cards nust be issued to all enpl oyees who are
expected to travel nore than twice a year (See 1-1.105). FTR 301-51.1
and 301-70-700 Based on this availability, an enpl oyee may w t hdraw
funds (see 1-15.47 for withdrawal limts) froman ATM machi ne or be
advanced travel funds as foll ows:

(1) Enployees Wio Are Issued a Governnent Contractor
| ssued Credit Card. The advance is |imted to the cash transaction
expenses shown on the travel authorization. These are expenses for
| ocal transit system taxis and tips, parking, tolls, laundry and dry
cl eani ng, and ot her authorized m scel |l aneous expenses that cannot be
charged using a Governnent contractor-issued charge card and for which
a cost can be estimated FTR 301-51.2 Wthdrawals fromthe ATM
shoul d be as close as possible to the date travel is to commence.
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(2) Enployees Wio Are Issued a "Bl anket" Advance. DOL
| ssued “bl anket” travel advances are no | onger authorized. Such
advances nust be repaid by July 1, 2000.

(3) Enpl oyees Who Have Had Their Governnent Contractor-
| ssued Charge Card Cancel ed. Enpl oyees who have had their Governnent-
contractor issued charge card cancel ed due to non-paynent of
undi sput ed del i nquent anmounts may not be issued a travel advance. In
cases of financial hardship, an advance to cover expenses may be
granted. (See 10.3b.(4)(iii)).

(4) Exceptions. An advance for non-cash transaction
expenses, that is expenses for which a charge card is normally used in
the purchase, e.g., lodging or rental of a car, may be w thdrawn from
an ATM or be issued by DQOL:

(1) Wien the Governnent contractor-issued charge
card will not be accepted.

(ii) To cover certain PCS expenses.

(ii1) I'n a case where a financial hardship would be
I ncurred by the enployee if sufficient anounts are not advanced to
cover expected non-cash transactions. This exception is intended to
provide relief for those enpl oyees who have had their Governnent
contractor-issued charge card cancel ed and the enpl oyee has no
alternative funds to pay for travel expenses. An advance in the case
of financial hardship nust be approved by the Assistant Secretary for
Adm ni strati on and Managenent or designee. FTR 301-51.3, FTR 301-
51.200, FTR 301-51.201, and FTR 301-71. 300

(iv) Wien the Assistant Secretary for
Adm ni strati on and Managenent has exenpted the traveler fromthe
mandat ory requirenent to use a governnent contractor-issued charge
card for paynent of official travel expenses. (See 1-1.105.) FTR 301-
51.3 and FTR 301-70. 701

C. For the Departnent's policies and procedures for travel
advances issued in connection with a relocation, see Chapter 2 of this
Manual .

d. Control and Recovery of Advances. Agencies wll assure
that travelers with outstanding travel advances are notified of any
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delinquencies in filing vouchers and repayi ng outstandi ng advance

bal ances, and that travelers are pronptly paid amounts owed to them by
t he agency. Agencies will review outstanding travel advances and
unpai d travel vouchers prior to an enployee's separation, and recover
all outstanding anounts. Failure to collect the anmbunt in excess of
substanti ated expenses will cause a violation of the accountable plan
rules contained in the Internal Revenue Code (title 26 of the United
States Code). FTR 301-71.303, FTR 301-71.304, and FTR 301-71. 306

(1) Repaynent of DOL Issued Travel Advances. Wen an
enpl oyee travels on a specific trip authorization, the anount advanced
for that trip shall be deducted fromthe total expenses allowed. 1In
I nstances when the traveler is in a continuous travel status, or when
peri odi c rei nbursenent vouchers are submtted on specific trip
aut hori zations, the full anmount of travel expenses allowed nay be
rei nbursed to that traveler w thout any deduction of the advance until

such time as the final voucher is submtted. |If the anount of the
advance is |l ess than the anount of the voucher on which the advance is
deducted, the traveler shall be paid the net anbunt. |In the event the

advance exceeds the rei nbursable anmount, the traveler shall refund

I edi ately the excess. Wien a traveler fails to deduct a travel
advance froma travel voucher filed pursuant to travel on a specific
trip authorization, the Servicing Finance O fice shall deduct the
advance issued for that trip fromthe voucher. FTR 301-51.202, FTR
301-52. 14, FTR 301-71.303, and FTR 301-71. 306

(2) Direct Refunds. In the event of cancellation or
I ndefinite postponenent of authorized travel or any portion of the
advance not spent, the traveler shall pronptly refund any nonies
advanced to him her in connection wth the authorized travel. 1In the
event the travel er does not pronptly refund the noney, the head of the
agency or his/her designee shall take inmediate steps to secure the
refund of any advance that may have been nmade. FTR 301-31.14, FTR 301-
51. 203, and FTR 301-71. 304

(3) OGher Means of Recovery. Qutstanding advances
whi ch have not been recovered by deduction from rei nbursenent vouchers
or voluntary refunds by the traveler shall be pronptly recovered by a
set-off of salary due or retirenment credit or otherwise fromthe
person to whomit was advanced, or his/her estate, by deduction from
any anount due fromthe United States, or by any other |egal nethod of
recovery that may be necessary. Salary or other anmounts due shall be
consi dered before the retirenent credit. In view of these
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protections, which are specifically included in the law, travelers
shall not be required to furnish bonds in order to obtain travel
advances. (See 31 U S.C. 9302.) FTR 301-71.307 Servicing Finance
Ofices shall follow the Departnment's debt collection procedures (see
DLMS- 6, Chapter 1100), including demand notices and notification of
the Departnent's intent to collect the nonies before the actual offset
Is made. Also see 1-11.6 FTR 301-52. 14

e. Accounting for Advances. Accounting for cash advances
for travel purposes, recovery, and reinbursenents shall be in ac-
cordance with procedures prescribed by the General Accounting Ofice
(see CGeneral Accounting Ofice Policy and Procedures Manual for
Qui dance of Federal Agencies, Title 7, Fiscal Procedures). FTR 301-
71. 308

f. Timng - Repaynent of Advances. Nornmally, an enpl oyee
must account for an outstanding travel advance each tine a travel
claimis filed. FTR 301-71.304 and FTR 301-52. 14

1-10.4 Use of Foreign Currencies.

Travelers to, in, and fromforeign countries will use excess
and near-excess foreign currencies owned by the United States for
payi ng expenses of official travel, including paynents to carriers

provi di ng service under Government transportation requests and bills
of lading and for subsistence and other |ocal expenses. (See |LAB for
publ i cati ons and gui dance.) FTR 301-51.7
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CHAPTER 1. GENERAL TRAVEL REGULATI ONS

PART 11. CLAIMS FOR REIMBURSEMENT

1-11.1 Fraudulent Claims.

A claimagainst the United States is forfeited if the
claimant attenpts to defraud the Governnment in connection therewith
(28 U S.C. 2514). In addition, there are two crimnal provisions
under which severe penalties nmay be inposed on a travel er who
know ngly presents a false, fictitious, or fraudul ent cl ai m agai nst
the United States (18 U.S.C. 287 and 1001). The traveler may be
subj ect under 18 U S. C. 287 and 1001 to a fine of not nore than
$10, 000, and/or inprisonnent for not nmore than 5 years. FTR 301-52.12
Furthernore, the "Program Fraud G vil Renedi es Act of 1986" (P.L. 99-
509) allows DOL to |evy fines when the Departnent of Justice declines
to prosecute a fraudulent claimreferred by the Departnent. Travelers
must ensure all travel expenses are prudent and necessary. FTR 301-
71.203a Travelers' clains for reinbursenent shall accurately reflect
the facts involved in every instance so that any viol ation or apparent
vi ol ati on of those provisions nmay be avoided. Paynment will be
wi thheld for any itemon a voucher where there are facts which
i ndicate the claimfor that itemmay be fraudulent. Upon a
satisfactory resolution of the iten(s) in question, paynent for those
itenms on the voucher wll be made. However, if there is sufficient
evidence that the claimis false or fraudulent, the Servicing Finance
Ofice shall refer the matter to the Ofice of Investigations, AG
FTR 301-52.8

1-11.2 Records of Travel and Expenses. Note: 1-8.5 should be
reviewed along wth this section when preparing a voucher.

a. Expendi ture Records. Al persons authorized to travel
on business for the Governnment (see certificate on the travel voucher
form should keep a record of expenditures properly chargeable to the
Government, noting each itemat the tinme the expense is incurred and
the date. The information thus accunulated will be available for the
proper preparation of travel vouchers. FTR 301-52.13

b. Required to File a Jdaim Travelers are required to file
a travel claim FTR 301-52.1
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1-11.3 Travel Vouchers

a. Use of Authorized Form

(1) Travel Voucher. Al clains for reinbursenent of
travel and transportation expenses wll be nmade on a Travel Voucher
unl ess covered by (2) and (3) bel ow.

(2) daimfor Reinbursenent for Expenditures on
Oficial Business (SF 1164). The primary formfor claimng
rei mbursenent for local transportation is the SF 1164. The SF 1164
shall be conpleted and signed by the traveler, initialed by the
supervi sor havi ng knowl edge of the travel assignnent, and signed by an
Approving Oficial. dains nust be submtted for paynent within 90
days of the date the expenses were incurred.

(3) Fornms from Travel Manager. DOL will accept travel
fornms produced by Travel Manager travel docunent software.
FTR 301-52.3 and FTR 301-71. 207b

b. Evi dence of Authorization. Evi dence of a travel
aut hori zation including any necessary special authorizations nust be
provi ded when a claimis made. FTR 301-52.4 However, A claimmy be
pai d when an enpl oyee does not include a copy of the correspondi ng
aut horization as long as the travel claimis signed by the
Aut hori zi ng/ Approving O ficial, except for the foll ow ng, which
requi re advance authori zati on:

(1) Use of reduced fares for group or charter
arrangenents; FTR 301-70.102b(2)

(2) Paynment of a reduced rate of per diemfor
subsi st ence expenses;

(3) Acceptance of paynent from a non-Federal source for
travel expenses; and

(4) Travel expenses related to attendance at a
conference. FTR 301-71. 202
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If the travel authorization has been filed, reference to the previous
voucher shall be nade.

C. Recei pts Required. Receipts are required for allowable
cash expenditures in anmounts of $75 or nore. Comon carrier
transportation and | odgi ng recei pts are always required as specified
in 1-7.9b. and 1-8.5a. of this chapter. FTR 301-52.4 and FTR 301-11. 25

d. Lack of Receipt.

(1) Inpracticable to Gbtain. |If it is inpracticable to
furnish receipts in any instance as required in paragraph "c" of this
section, the failure to do so nust be fully explained on the travel
voucher. The provisions of 1-7.9b(1) and (2) covering double
occupancy and mssing receipts apply to this Part. Mere inconveni ence
in the matter of taking receipts shall not be considered. In no case
shall a receipt be taken in duplicate, except as provided in 1-4.6c.
FTR 301.52.4b(2) and FTR 301-71. 207c

(2) Confidential Expenditure. Wen the duties of the
traveler are of a confidential nature and the public interest so
requires, the requirenents for receipts may be wai ved by the
appropriate admnistrative official. FTR 301-52.5 and FTR 301-71. 207c

(3) Mintenance of Receipts. Relevant travel receipts
wi |l be maintained by the Approving Oficial for each traveler for a
period of six years and four nonths. The change in |ocation for
mai nt enance of receipts fromthe SFOto the permanent duty station of
the Approving Oficial will take place when inplenmenting instructions
are issued by the SFO but no later than the inplenentation of
el ectronic processing feature of Travel Manager. |n order to
accommodate the retention period, travel for travel by political
appoi ntees will be maintained by the Servicing Finance Ofice.

1-11.4 Submission and Review of Travel Vouchers.

a. Subm ssion Procedures. Wen submtting vouchers, the
followng will be observed:

(1) Travel vouchers should be prepared by using Travel
Manager travel docunent processing software or forns may be typed when
prepared by clerical personnel frominformation provided by the
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traveler. However, typing of travel voucher forns is not required and
shoul d not be done when travelers prepare |legible, handwitten
vouchers. Handwitten vouchers nust be prepared in ink. FTR 301-

71. 207

(2) Blanket travelers will submt to the Approving
Oficial a travel voucher for the preceding nonth's travel no later
than the 5th working day of the current nonth with a copy of the
travel authorization(s) and all required receipts related to travel.
FTR 301-71.207d and FTR 301-52.7

(3) Specific trip travelers will submt to the
Approving Oficial a travel voucher within 5 working days after
conpl eting each specific trip with a copy of the travel authorization
and all required receipts related to the trip. FTR 301-71.207d and FTR
301-52.7

(4) Al travelers will submt an original or electronic
copy of the travel voucher to the Approving Oficial.

(5 The Approving Oficial will determne within seven
days if the voucher is proper. Date stanping wth the date the voucher
I's received fromthe enployee is recommended. |f the voucher is not
proper, the voucher will be returned with the itens to be corrected
noted. The Approving Oficial will forward the proper and approved
voucher to the respective Servicing Finance Ofice no later than the
seventh day after receipt of the voucher fromthe enpl oyee. FTR 301-
52.18 and FTR 301-71. 208

(6) Electronic signatures produced by Travel Manager
are accepted in lieu of an original signatures in ink provided that
adequat e and approved security is maintained. FTR 301-52.3,FTR 301-
71.3, and FTR 301-71.207b

b. Review to Confirm Travel WAs Perforned as Authori zed.
The travel authorizing/ Approving Oficial or his/her designee (e.g.,
supervi sor) shall review the conpl eted voucher to confirmthat the
travel for which expenses are being clainmed was perforned as
aut hori zed. The individual who perforns the voucher review should
have full know edge of the enployee's activities. Admnistrative
approval of the voucher shall be in accordance with 1-11.6. FTR 301-
71. 207a
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C. Adm ni strative Voucher Review.  The travel
aut hori zi ng/ Approving O ficial or his/her designee (e.g., supervisor)
shal |l ensure that the voucher is properly prepared according to
pertinent regul ations and DOL procedures before it is approved for
paynment. FTR 301-71.203b This agency official shall review the claim
t o:

(1) Ascertain accuracy of the anmounts cl ai ned,

(2) Determ ne whether the types of expenses clained are
aut hori zed and al | owabl e expenses;

(3) Ensure that required receipts are reviewed for
rel evancy and appropriateness. Receipts wll be maintained by the
Approving O ficial at the permanent duty station of the Approving
Oficial for a period of six years and four nonths. Wen an enpl oyee
transfers with DOL, the receipts will be forwarded pronptly to the
enpl oyees new office. Wen an enpl oyee | eaves DOL the receipts wll
be pronptly forwarded to the Servicing Finance Ofice; and

(4) The Approving O ficial shall refuse to approve any
voucher on which there are questionable clains. The Approving Oficial
shall explain the reason to the traveler for disapproval, ask for an
expl anation and, if needed, return the voucher to the traveler for
correction or clarification. FTR 301-71.205 and FTR 301-71.207f In
such cases, the enployee is required to submt a corrected voucher (if
needed) and re-sign the voucher and date the voucher with the date of
re-subm ssi on
Each supervi sor or enployee who approves or directs travel or reviews,
certifies or approves reinbursenent of travel expenses is expected to
exerci se due care and econony in all matters involving travel.
Supervisory officials should al so have a thorough know edge of the
provi sions contained within this Chapter and of the circunstances
surrounding the travel of their enployees. They are responsible for
ensuring the propriety of travel clains/paynents to be nade by the
Governnment, bearing in mnd that exercise of this responsibility is
necessary to control travel expenditures.

When a voucher reflects incidental travel expenses which require
speci fic approval, the Approving Oficial will assure that the
expenses are reasonable and proper. The Approving Oficial's

si gnature indicates:
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(1) that to the best of the official's know edge all the
facts set-forth on the voucher are correct;

(2) that all clains are nade in accordance with this
Chapter; and

(3) that all expenses are reasonabl e and necessary for
t he conduct of Government business as well as requirenments of 1-11.7.
FTR 301-71. 203b and FTR 301-71. 205

d. Fi nance O fice Responsibilities

(1) Accounting Responsibilities. The Servicing Finance
O fices which have accounting responsibilities pertaining to the
paynment of travel and transportation reinbursenent clains shall carry
out their responsibilities in accordance with procedures prescribed by
the General Accounting Ofice in the GAO Policy and Procedures Mnual
for Quidance of Federal Agencies, Title 7, Fiscal Procedures.
Additionally, SFGs shall establish procedures for collecting unused
passenger tickets and transportation refund applications and for
initiating the refund process in accordance with 41 CFR 101-41.209 and
101-41. 210 (see 1-3.5). SFOs are responsible for: (a) processing
travel advance requests and auditing and paying travel vouchers; (Db)
mai ntai ning current records and controls on all travel advances; (c)
conducting reviews of outstanding travel advance bal ances due from
travel ers and from enpl oyees being transferred or separated; (d)
initiating collection action for travel advances as required by 1-
10.3d; (e) informng travelers of pertinent changes to Departnental
travel policies;(f) pay travel vouchers tinely. Unless an enployee
does not have a bank account, reinbursenent to the enployee wll be
made by EFT; and(g) pay enployees |ate fees when vouchers are not paid
in 30 days as appropriate and as provided in 1-11.6. FTR 301-71.207e
FTR 301-52.20 and 301-71. 210

(2) Certifying Oficer Responsibilities. The
certifying officer assunes ultimate responsibility under 31 U S. C
3528 for the validity of the voucher under paragraph (b) or (c) of
this section. FTR 301-71.203a Therefore, the certifying officer may
reject any claimwhich is believed to be inproper. Wen arithnetic
errors or obvious om ssions are discovered, the voucher exam ner shal
revise the anmounts on the travel voucher as required (plus or mnus),
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pay the undi sputed anount, and forward to the traveler an expl anation
of all deductions over $10. The voucher exam ner shall notify the
traveler. FTR 301-71.207f Al travel vouchers included in the sanple
sel ected pursuant to (3) below, and all vouchers not included in the
statistical sanpling universe are subject to these procedures.

(3) Statistical Sanpling. Statistical sanpling in
voucher auditing is a procedure which relies on the principles of
probability to collect facts about the accuracy and ot her
characteristics of the total (universe), by conprehensively auditing
only a sanple of the universe, to arrive at a decision representative
of all the vouchers in that universe. The purpose of utilizing
statistical sanpling in the audit of vouchers is to expedite voucher
processi ng, reduce the anmount of tine and overall costs devoted to
audi ting and, nost inportantly, enable financial nmnanagers to divert
avail abl e staff resources to other critical functions of the office.
Therefore, all Servicing Finance Ofices are required to use
statistical sanpling in auditing travel vouchers and maintain a
nonthly Record of Statistically Sanpl ed Vouchers records in accordance
Wi th instructions issued by the OCFO. Wen recei pts are no | onger
mai nt ai ned by the SFGs but mai ntai ned by Approving Oficials,
Servicing Finance Ofices wll sanple a subset of the regular sanple
to assure receipts are available. Sanpling criteria will be provided
by the OCFO

1-11.5 Preparation of Voucher.

a. ltem zati on.

(1) Chronological Order. Expenses incurred shall be
Item zed on travel reinbursenent vouchers in chronol ogi cal order
Travel ers may enter total amounts spent during a voucher period for
| ocal tel ephone calls; |ocal netropolitan streetcar, bus, and subway
fares; and parking neter fees.

(2) Leave of Absence. Wen |eave of absence of any
kind is taken while an enployee is in a travel status, the type of
| eave and nunber of hours of |leave (if four hours or nore) for each
day shall be recorded on the travel voucher. (See 1-7.15 for nore
i nformation on | eave while in travel status.)
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(3) Indirect-Route Travel. The travel voucher should
set-forth the details of the expenses actually incurred, the date of
departure fromthe post of duty, and the date of arrival at the place
of duty. \Wiere |eave has been taken while in travel status, the date
and tinme that |eave began and term nated should be shown. The
enpl oyee shall be charged annual | eave for any excess official tine
resulting fromthe indirect or interrupted travel.

(4) Cost Conparison. Wien an enpl oyee for personal
conveni ence travels by indirect-route or interrupts travel by direct-
route, the anmount of the cost to be borne by the Departnent is to be
determ ned by having the enpl oyee conplete a cost conpari son between
the actual costs incurred and the expenses whi ch woul d have been
I ncurred had the enployee traveled directly to the TDY | ocation by a
usually travel ed route. The enployee will be reinbursed the | esser
anmount. FTR 301-10.8

b. Required Infornmation.

(1) The traveler nust provide an item zed |ist of
expenses and any additional information required by the agency,
except :

(i) Wen the traveler is authorized | odgi ngs-pl us
per diem the traveler nust state the M&I E all owance on a daily basis;

(ii) Wien the traveler is authorized a reduced per
diem you nust state the reduced rate your agency authorizes on a
daily basis; and FTR 301-70.200e

(ii1) Wien the agency limts M E rei nbursenent to
the prescribed maximum M&I E for the locality concerned, the traveler
nmust state the reduced rate on a daily basis.

(2) The type of |eave and the nunber of hours of |eave for
each day;

(3) The date of arrival and departure fromthe TDY station
and any non-duty points visited when the traveler travels by an
I ndirect route other than a stopover to change pl anes or
enbar k/ di senbar k passengers. The travel er nmust show this sane
i nformation for points where you perform TDY or for a stopover or
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official rest stop | ocation when the arrival or departure affects your
per diem all owance or other travel expenses. The traveler also should
show the dates for other points visited. The traveler does not have
to record departure/arrival times, but nust annotate the travel claim
when travel is nore than 12 hours but not exceeding 24 hours to
reflect that fact.; FTR 301-11.10

(4) Wen cash was used to pay for comon carrier, a signed
statenent, “l hereby assign to the United States any rights |I may have
agai nst other parties in connection with any reinbursable carrier
transportati on charges described herein.”

FTR 301-52.2

C. Erasures and Alterations. FErasures and alterations in
totals on travel vouchers nust be initialed by the traveler, and
erasures and alterations in the totals on receipts nmust be initialed
by the person who signed the receipt. FTR 301-52.3

d. Pur pose of Travel Statenent. The purpose(s) of travel
shal |l be stated on the travel voucher formfor each trip for which
rei mbursenent is being clained. |If travel is perfornmed for severa

di fferent purposes, such as travel authorized under an unlimted open
authorization or a limted open authorization, the purpose of travel
for each trip nust be stated on the reinbursenment claim The purpose
of travel statenent should be consistent with the purpose(s) stated on
t he correspondi ng travel authorization. (See 1-1.102c). Wen using
Travel Manager to prepare the voucher, the purpose of the trip wll be
entered into the comment section of the voucher.

e. Paynent of Travel Reinbursenents. All travel
rei mbursenments wll be paid via EFT unless the enpl oyee does not have
a bank account. Paynent will be nmade to the account listed in the
official payroll records. Upon receipt of a request, paynent wll be
made to an alternative account. |f a change occurs to the alternative
account, the enployee nust notify the Servicing Finance Ofice. Wen
needed, enployees will provide bank account and routing information to
the Servicing Finance Ofice using Treasury Form FM5 2231 - FastStart
Direct Deposit Form

1-11.6 Timing of Travel Reimbursement.
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a. DOL Policy. It is the Departnent's policy that travel
vouchers be paid within 20 work days of subm ssion of a proper
traveler's voucher to the Approving Oficial. In order to achieve
this, authority to approve such vouchers shoul d be del egated to
supervisory | evels deened necessary to conply with all the | aws,
regul ati ons and policies governing travel. Miltiple approval |evels
need to be elim nat ed.

b. &overnnent-wide Policy. Travel reinbursenent nust be
made to the traveler within 30 cal ender days after the traveler
submts a proper voucher to the Approving Oficial. The agency nust
informthe traveler wthin 7 cal endar days after receipt of the
voucher if the voucher contains an error which would prevent paynent
within 30 cal endar days after subm ssion and provide reasons why the
voucher is not proper. The agency nust track subm ssions by either
annotating the voucher as to tine and date of receipt or (in DOL)use
the electronic processing feature of Travel Manager to track voucher
transmttal and receipt. FTR 301-52.17, FTR 301-52.18, FTR 301-
71.204, and FTR 301-71. 208

c. Mouchers - Failed Audit. Vouchers found to be materially
in error by a Servicing Finance Ofice voucher examner wll be
returned to the travel er and the paynent clock in “b” above wll be
set to “0".

d. Failure to Pay Vouchers Tinely. The agency nust pay a
| ate paynent fee in addition to the anount due to the traveler if the
agency fails to reinburse the traveler within 30 cal endar days after
recei pt of a proper voucher by the Approving Oficial. FTR 301-52.19
and FTR 301-71. 209

e. Calculation of Late Fee.

(1) Late paynent fees are calculated by using the
prevailing Pronpt Payment Act Interest Rate begi nning on the 31 day
after subm ssion of a proper travel claimand ending on the date on
whi ch paynent is nmade. (Interest paid under this provision is not
t axabl e.)

(2) In addition to this fee, when applicable, an

amount (when conputed as $1.00 or nore)wi Il be paid equivalent to any
| at e paynent charge that the card contractor woul d have been able to
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charge to the enployee had the bill not been paid. Paynent of this
additional fee will be based upon the effective date that a |l ate
paynment charge woul d be all owed under the agreenent between the

enpl oyee and the card hol der. (Such fees paid under this provision are
taxable.) Currently, paynent of this additional fee is noot in DOL
since the present charge card contractor does not inpose such a fee on
DOL card hol ders. FTR 301-52. 20, FTR 301-52.21, FTR 301-52.22, FTR
301-52. 23, 301-71.210, 301-71.211, 301-71.212 and 301-71.213

f. Enployee bligation to Pay Charge Card Bill. The above
provi sions do not change the enployee’s obligation to pay a charge
card bill in accordance wth the cardhol der agreenent. FTR 301-52.24

and 301-71. 214

1-11.7 Suspension of Charges.

a. Denial of daim Itens in travel vouchers not stated in
accordance with this regul ation, expense not item zed properly, clains
for expenses not authorized, or not properly supported by receipts
when required shall be suspended, and the notification of such action
shall indicate the reasons therefor. The traveler shall also be told
how t o appeal suspended itens and the process and schedul e for
deciding the appeal. Such itens as nmay be subsequently all owabl e shal
be included in a subsequent regular or supplenental travel voucher.
Full item zation shall be required for all suspended itens which are
recl ai med and charges nust be supported by the original suspension
notice or a copy thereof. FTR 301-52.8, FTR 301-52.9, FTR 301-71. 205
and FTR 301-71. 206

b. Challenge of a Dsallowed daim To challenge a
di sallowed claimthe travel er nust:

(1) File a new claim

(2) Provide full itemzation for all disallowed itens
recl ai nmed.

(3) Provide receipts for all disallowed itens reclai ned
that require receipts, except that the travel er does not have to
provide a receipt if the agency already has the receipt.

(4) Provide a copy of the notice of disallowance.
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(5) State the proper authority for the claimif the
reclaimis a challenge of the agency’s application of the | aw or
statute.

(6) Follow agency’s procedures for challenging
di sal l owed clains. (See 1-11.7c bel ow)

(7) If after reconsideration by the agency and the
traveler’s claimis still denied, the traveler may submt the claim
for adjudication to the GSA Board of Contract Appeals in accordance
with 48 CFR Part 6104. FTR 301-52.10 and FTR 301-52.11

c. DO ReclaimProcedure. |If a traveler does not concur in
an adm ni strative exception to the claimfor reinbursenent (See 1-
1.101g.), the traveler may resubmt the disallowed itens on anot her
travel voucher. The word "RECLAIM shoul d appear in the upper right-
hand corner of such vouchers. Travel vouchers should not contain a
conbi nation of reclaimitens and new claimitens. A nmenorandum
stating the reasons the traveler believes the disallowd itens should
be all owed nust be attached to the reclaimtravel voucher. The
statenent of adm nistrative exception which the Servicing Finance
Ofice originally sent to the traveler nust also be attached to the
reclaim FTR 301-71. 2079

1-11.8 Requesting Interpretations of Travel Policy.

The O fice of the Chief Financial Oficer (OCFO has
responsibility for travel policy within the Departnent. OCFOis the
only office in the Departnent authorized to obtain interpretations on
travel policy fromother Federal agencies (e.g., GSA OWB, etc.). On
other matters dealing with international travel, the Bureau of
I nternational Labor Affairs (ILAB) is authorized to work with the
State Departnent.

1-11.9 Requesting GSA Board of Contract Appeals Decisions.

a. Poli cy.

(1) The Secretary, his/her designee, any certifying or
contracting officer, or enployee has the right to apply for and obtain
a decision by the Board of Contract Appeals. To insure that requests

7-1-172



JUNE 2000 DLMS- 7

for decisions wll be made in an orderly nmanner and under proper
control, all requests for decisions involving travel policy will be
made through the OCFO. This control will prevent duplicate requests
and wll provide a central point of contact within the Departnent for
t he GSA Board of Contract Appeals.

(2) A request for decision nust be based on fact and
not on hypothetical cases otherw se the Board of Contract Appeals wll
not render an opinion. Reasonable care should be exercised to
precl ude requests on matters covered by previous deci sions.
| ndi vi dual s needi ng advi ce shoul d research published decisions, and
shoul d di scuss the matter wth others who are know edgeable in rel ated
fields. Al of these points should be checked prior to submtting a
request through OCFO for a Board of Contract Appeals decision. The
Board of Contract Appeals' has an Internet address,
http://ww. gsbca. gsa. gov where its cases are nade avail abl e.

(3) Enployees have the right to request a decision from
GSA on clains which are disallowed. In those instances where the
disallowed itemis based upon an interpretation of travel policies not
addressed in previous Conptroller CGeneral's or Board of Contract
Appeal s decisions, the Departnent will request a decision on behalf of
the enployee. In all other instances, the enpl oyee nust personally
request the decision fromthe Board of Contract Appeals.

(4) Al requests are to be given fair and inparti al
treatnment. FTR 301-71.207f

b. Pr ocedur es.

(1) In the Regions, agency officials, certifying
officers, claimants, or contracting officers will forward their
requests for decisions to the Regional Adm nistrator-OASAM for review,
cl earance, and subsequent transmttal to OCFO. MSHA District Managers
or individuals in equivalent positions will forward their requests to
MSHA' s Branch of Finance in Denver, Col orado.

(2) The National Ofice of the respective agencies wl|
forward their requests to OCFO

(3) Requests for a Board of Contract Appeal s' decision
will be prepared for the signature of the Chief Financial Oficer
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unl ess the certifying or contracting officer wants to sign the
request. All requests will be cleared through the Chief Financi al
Oficer.

(4) Al requests for decisions should be devel oped wth
extrene care and the points at issue should be indicated clearly. The
requests should identify all pertinent facts that m ght bear on the
matt er.

(5 Board of Contract Appeals' decisions, or other
witten responses in lieu of decisions, will be transmtted by the
OCFO to the appropriate originating organi zation or individual. FTR
301-71. 207f
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CHAPTER 1. GENERAL TRAVEL REGULATI ONS

EL DUE TO
OR
ENCY

1-12.1 General .

Transportati on and per di em expenses may be allowed to the
extent provided in this Part when an enpl oyee di sconti nues or
interrupts a tenporary duty travel assignnent before its conpletion
because of incapacitating illness or injury or a personal energency
si tuati on.

1-12.2 Agency Responsibility/Delegation of Authority.

Agenci es may aut horize or approve rei nbursenent for
transportation and per di em expenses based on the exigencies of the
enpl oyee' s personal situation and the agency mssion. |In each case, a
review w || be nmade of the specific circunstances to ensure that
energency travel is properly justified and that costs incurred are
commensurate with actual needs. For exanple, each request wll be
eval uated to determne the extent of actual entitlenments and
reasonabl eness of costs clainmed in conjunction with the energency.
Authority to approve reinbursenent for a personal energency situation
I's delegated to the Approving Oficial. FTR 301-70.500a and FTR 301-
70. 500b

1-12_.3 Employee Responsibility and Documentation.

As soon as an enployee is incapacitated by illness or injury
or informed of an energency situation which necessitates discon-
tinuance or interruption of the tenporary duty travel assignnent, the
travel er should attenpt to contact the Approving Oficial on the

travel authorization for instructions. |In the event that such contact
cannot be made on a tinely basis, notification should be nade as soon
as practicable. In instances where the enpl oyee is requesting

rei mbursenment of travel expenses due to a personal energency
situation, the enployee shall attach a statenent to the travel voucher
or include within providing the details of the situation which

requi red the energency travel. This statenent will be reviewed by the
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appropriate agency official, who will either approve or deny the
request. FTR 301-30.3 and FTR 300-1. 3c

1-12.4 Definitions.

As used in this Part, the follow ng definitions apply:

a. Oficial Station. The term"official station" also
refers to the hone or regular place of business as it pertains to
experts and consultants described in 5 U S. C 5703. (See 1-1.3c(2).)

b. Alternate Location. An alternate location is a
destination, other than the enployee's official station or the point
of interruption, where necessary nedi cal services or a persona
enmergency situation exists. In the case of illness or injury of the
enpl oyee, the nearest hospital or nedical facility capable of treating
the illness or injury is not considered to be an alternate |ocation.

C. | ncapacitating Illness or Injury of Enployee. For
pur poses of this Part, an incapacitating illness or injury is one that
occurs suddenly for reasons other than the enployee's own m sconduct
and renders the enpl oyee incapable of continuing, either tenporarily

or permanently, the travel assignnent. A sudden illness or injury may
I nclude a recurrence of a previous nedical condition thought to have
been cured or under control. The illness or injury may occur while

the enployee is at, or en route to or from a tenporary duty | ocation.
It does not include:

(i) prearranged or planned nedical treatnent;

(ii) examnation or treatnent which can be postponed
Wi t hout hardshi p; and

(ii1) situations where the enpl oyee becones
I ncapacitated prior to or after conpletion of a TDY assignnment. FTR
301-30.1

d. Famly. Famly neans those individuals defined in
2-1.4f of DLMS 7, Chapter 2 who are nenbers of the enpl oyee's
househol d at the tine the energency situation arises. For
conpassi onate reasons, when warranted by the circunstances of a
particul ar energency situation, an agency nmay on an indivi dual case
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basis expand this definition to enconpass ot her nenbers of the
extended famly of an enpl oyee and enpl oyee's spouse, such as the

I ndi vidual s naned in 2-1.4e of DLM5 7, Chapter 2 who are not
dependents of the enpl oyee or nenbers of the enployee's i mediate
household. In using this authority and deci di ng each case, agencies
shal| evaluate the extent of the energency and the enpl oyee's

rel ationship to, and degree of responsibility for, the individual(s)
i nvol ved in the energency situation. FTR 300-3.1, FTR 301-30.2, FIR
301-70. 500d and FTR 301-70. 508

e. Personal Energency Situation. Personal energency
situation neans the death or serious illness or injury of a nenber of
the enployee's famly or a catastrophic occurrence or inpending
di saster such as a fire, flood, or act of God which directly affects
the enpl oyee's honme at the official station or the famly and occurs
while the enployee is at, or en route to or from a tenporary duty
| ocati on.

f. Serious Illness or Injury of Famly Menber. Serious
i1l ness or injury of a famly nmenber neans a grave, critical, or
potentially life-threatening illness or injury; a sudden injury such

as an autonobile or other accident where the exact extent of injury
may be undeterm ned but is thought to be critical or potentially life
t hreat eni ng based on the best assessnent avail able; or other
situations involving less serious illness or injury of a famly nenber
I n which the absence of the enployee would result in great personal
hardship for the imediate famly.

g. Fire, Flood, or Act of God. Fires or floods may be due
to natural causes or human actions (e.g., arson) or other identifiable
causes. Act of God neans an extraordinary happening by a natural
cause (as fire, flood, tornado, hurricane, earth- quake, or other
natural catastrophe) for which no one is |iable because experience,
foresight, or care could not prevent it.

1-12.5 Incapacitating Illness or Injury of Emplovee.

When an enpl oyee interrupts or discontinues a travel
assi gnment because of an incapacitating illness or injury (as defined
in 1-12.4c), transportation expenses and per diemnay be allowed to
the extent provided in this section.
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a. Continuation of Per Diemat Point of Interruption. An
enpl oyee who interrupts the tenporary duty assi gnnent because of an
I ncapacitating illness or injury and takes | eave of any kind shall be
all oned a per diem all owance under the provisions of 1-7.6 not-to-
exceed the maxi numrates prescribed under 1-7.3 for the | ocation where
the interruption occurs. Such per diemmy be continued for a
reasonabl e period, normally not-to-exceed 14 cal endar days (i ncl uding
fractional days) for any one period of absence. However, a |onger
period may be approved by the enpl oyee's agency if justified by the
circunstances of a particular case. The point of interruption nmay
I ncl ude the nearest hospital or nmedical facility capable of treating
the enployee's illness or injury. Per diemshall not be allowed while
an enpl oyee is confined to the hospital or nedical facility that is
within the proximty of the official station or that is the same one
t he enpl oyee woul d have been admtted to if the illness or injury had
occurred while at the official station. FTR 301-30.4a, 301-30.5a, 301-
30.5b FTR 301-70.501 and FTR 301-70. 502

(1) Receipt of Paynments from & her Federal Sources.
If, while in travel status under circunstances described in paragraph
"a" of this section, the enployee receives hospitalization (or is
rei mbursed for hospital expenses) under any Federal statute (including
hospitalization in a Veterans Adm nistration or mlitary hospital)
other than 5 U . S. C. 8901-8913 (Federal Enployees Health Benefits
Progran), the per diemallowance for the period involved shall not be
paid or, if paid, shall be collected fromthe enployee. 301-30.5b

(2) Docunentation and Evidence of Illness. The type of
| eave and its duration nust be stated on the travel voucher. No
addi tional evidence of the illness or injury need be submtted wth

the travel voucher. The evidence filed wth the agency concerned, as
requi red by that agency under the annual and sick | eave regul ati ons of
the Ofice of Personnel Managenent, shall suffice.

b. Return to Oficial Station or Hone. Wen an enpl oyee
di scontinues a tenporary duty assignnent before its conpl eti on because
of an incapacitating illness or injury, expenses of appropriate
transportation and per diemwhile en route shall be allowed for return
travel to the official station. Such return travel nmay be fromthe
poi nt of interruption or other point where the per diemall owance was
continued as provided in paragraph "a" of this section. |[If, when the
enpl oyee's health has been restored, the agency decides that it is in
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the Governnent's interest to return the enployee to the tenporary duty
| ocation, such return is considered to be a new travel assignnent at
Gover nment expense. FTR 301-70.502 and FTR 301- 30. 4c

C. Travel to an Alternate Location and Return to the
Tenporary Duty Assi gnnent.

(1) Conditions and Al owabl e Expenses. Wen an
enpl oyee, wth the approval of an appropriate agency official,
interrupts a tenporary duty assignnent because of an incapacitating
i1l ness or injury and takes | eave of absence for travel to an
alternate |l ocation to obtain nedical services and returns to the
tenporary duty assignnent, reinbursenent for certain excess trave
costs may be allowed as provided in paragraph c(2) of this section.
The nearest hospital or nedical facility capable of treating the
enpl oyee's illness or injury wll not be considered an alternate
| ocation (see 1-12.4b). 301-30.4b and FTR 301-70. 500c

(2) Calculation of Excess Costs. The reinbursenent
that may be authorized or approved under paragraph c(1l) of this sec-
tion, shall be the excess (if any) of actual costs of travel fromthe
poi nt of interruption to the alternate |location and return to the
tenporary duty assignnment, over the constructive costs of round-trip
travel between the official station and the alternate |ocation. The
actual cost of travel wll be the transportati on expenses incurred and
en route per diemfor the travel as actually perfornmed fromthe point
of interruption to the alternate location and fromthe alternate
| ocation to the tenporary duty assignnment. (No per diemis allowed for
the tinme spent at the alternate location if the enpl oyee is confined
to a nedical facility.) The constructive cost of travel is the sum of
transportati on expenses the enpl oyee woul d reasonably have incurred
for round-trip travel between the official station and the alternate
| ocation (had the travel begun at the official station) plus per diem
cal cul ated under Part 7 for the appropriate en route travel tine. The
excess cost that may be reinbursed is the difference between the two
cal cul ations. The nearest hospital or nedical facility capable of
treating the enployee's illness or injury will not, however, be
considered an alternate location. An alternate location is a
destination other than the enployee's official station or the point of
I nterruption. FTR 301-70.504 and FTR 301-70. 505

1-12.6 Personal Emergency Situation.
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a. Return to Oficial Station or Hone. Wen an enpl oyee
di scontinues a tenporary duty assignnent before its conpl eti on because
of a personal energency situation as defined in 1-12.4e, expenses of
appropriate transportation and per diemwhile en route nmay be all owed,
with the approval of an appropriate agency official, for return travel
fromthe point of interruption to the official station. |If, when the
personal energency situation has been resol ved, the agency deci des
that it is in the Governnent's interest to return the enployee to the
tenporary duty |ocation, such return is considered to be a new travel
assi gnnment at CGovernnment expense and requires a new travel
authorization. An interrupted trip authorized under a bl anket
aut hori zati on may be continued w thout further authorization. 301-
30. 4c, 301-70.503 and FTR 301-70. 506

b. Travel to an Alternate Location and Return to the
Tenporary Duty Assignnent. Wen an enpl oyee, with the approval of an
appropri ate agency official, interrupts a tenporary duty assi gnnment
because of a personal energency situation, takes |eave of absence for
travel to an alternate |ocation where the personal energency exists,
and returns to the tenporary duty assignnent, reinbursenent may be
all oned for certain excess travel costs (transportation and en route
per diem) to the sane extent as provided in 1-12.5c for incapacitating
i1l ness or injury of the enpl oyee. FTR 301-70.500c and FTR 301-70. 507

1-12.7 Procurement of Transportation.

a. Use of Discount Fares. The discount fares offered by
contract air carriers in certain city pairs, as well as other reduced
fares avail able to Federal travelers on official business, should be
used to the extent possible for travel authorized or approved under
this Part.

b. Return to Oficial Station. Wen the enployee is
aut hori zed enmergency return travel, fromthe point of interruption or
di sconti nuance of the travel assignment to the official station,
appropriate transportation services may be purchased by the agency or
t he enpl oyee. The unused return portion of round-trip transportation
tickets procured by the agency for the travel assignnent shall be
used, if appropriate, for the node of transportation required for the
energency travel. |If not used, the agency and the enpl oyee shal
ensure that all unused tickets are properly accounted for (see 1-3.5).
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c. Travel Necessitated by Accident, Injury, or Death in the
Fam ly or Personal Energency Situation. Transportation and
subsi stence expenses may be all owed when an enpl oyee di sconti nues or
interrupts a TDY travel assignnment because of an incapacitating
i1l ness or injury or a personal energency situation. \Were an enpl oyee
Is incapacitated by an illness or injury, the Departnent shall pay
travel and transportation costs in accordance with 1-12.5b for the
enpl oyee to return to the official duty station or to an alternate
| ocation for treatnment in accordance with 1-12.5c. The Depart nent
shall also pay travel and transportation costs for an enployee to
return to the official duty station due to the death of a nenber of
the enployee's famly as defined in DLM5S 7, Chapter 2-1.4f.
Eligibility for reinbursenent for all other situations will be based
upon the facts and evaluated in accordance with DLM5S 7, Chapter 2-
1.4f. \Where an enployee is incapacitated by injury or illness while
I n TDY status, an individual who attends to the enpl oyee nmay be
all oned the cost of transportation fromthe official duty station to
the TDY point and return. However, the attendant may not be
rei mbursed for subsistence expenses.

1-12.8 Additional Guidance.

a. Mot or Vehicle Accident. DOL enpl oyees involved in notor
vehi cl e accidents which result in property damage or personal injury,
must follow strictly the instructions contained in DLM5-4, Sections
820 and 840, and DLM5-2, Section 1500.

b. Common Carrier and Pedestrian Accidents. Wen an
enpl oyee is injured as the result of an accident involving a common
carrier or as a pedestrian, the enployee wll:

(1) Notify imredi ately the supervisor of the accident
and all pertinent facts;

(2) Cooperate with I aw enforcenent officials; and

(3) Furnish no statenents to anyone representing any
conpany.

The supervisor will notify the DOL Solicitor, who wll determ ne
whet her the Governnent has any liability.
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C. Mnimzing an Accident or Injury. Every effort should
be nade to avoid further conplications, such as a second acci dent or
further physical injury. [If injured, the enpl oyee should seek pronpt
nmedi cal attention to avoid secondary conplications of a wound,
fracture, etc.
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PART 13. COLLECTTION OF UNDI SPUTED
DELINQUENT AMOUNTS OWED TO A
GOVERNMENT CHARGE CARD CONTRACTOR

1-13.1 Authority.

By law (5 U.S.C. 5707; 40 U . S.C. 486(C)) Federal Agencies nay
col l ect undi sputed deli nquent anounts that enpl oyees owe to a
Governnent travel charge card contractor upon witten request of the
contractor. Anmounts collected nust be forwarded pronptly to the
contractor. FTR 301-54.1 and FTR 301-76.1

1-13.2 Due Process Requirements.

The Departnent's debt collection procedures provide for due
process requirenments(see DLM5-6, Chapter 1100, paragraph 1126). This
section provides that a mninmumof 30 days’ witten notice be given of
the Departnent's intent to collect the nonies before the actual offset
I s made.

a. Agency Requirenents. Prior to initiation of collection
DOL nust :

(1) Provide the enployee with witten notice including a
copy of the charge card contractor’s request for paynent that outlines
the type and anmount of the claim the intention to collect the claim
by deduction fromthe enpl oyee’ s di sposabl e pay and an expl anati on of
the enpl oyees rights as a debtor (See c. below for a definition of
di sposabl e pay).

(2) Gve the enpl oyee the opportunity to inspect and
copy records related to the claim

(3) Allow the enployee to request a review by the
Assi stant Secretary for Adm nistration and Managenent of the agency
decision to collect the anobunt. The request for review nust be sent
to the OASAM Fi nance O ficer or MSHA Finance Ofice (for NMSHA
enpl oyees) or their designee(s). The Finance Oficer will send the

7-1-183



JUNE 2000 DLMS- 7

request to the Assistant Secretary for Adm nistrati on and Managenent
for review and di sposition.

(4) Provide the enployee with an opportunity to nmake a
witten agreenent with the contractor to repay the delinquent anount
of the claim FTR 301-54.100 and FTR 301-76. 100

(5) Rei nburse enpl oyees for amounts cl ai ned under
applicable travel regulations prior to initiation of a collection
notice. |In such cases where a collection request has been received
but the enpl oyee has not been reinbursed, the Servicing Finance Ofice
will notify the contractor of the paynent date to the enpl oyee and
ci rcunst ances associated with the del ayed rei nbursenent. However, if
an enpl oyee has not submtted a proper travel claimw thin DOL
required tinme frames as provided in 1-11.4a and there are no
extenuating circunstances, DOL may collect at the request of the
charge card contractor the undi sputed delinquent anounts based on the
anounts charged on the travel charge card. FTR 301-54.101 and FTR 301-
76.102

b. Collection Limts. The maxinmumthat DOL can collect from
t he enpl oyees’ di sposable pay is 15 percent a pay period, unless the
enpl oyee agrees in witing to a | arger percentage. FTR 301-54.102 and
FTR 301-76. 103

c. D sposable Pay. For the purposes of this Part disposable
pay is the enpl oyees’ conpensation renaining after deduction from
earni ngs of any anounts required by law to be withheld. These
deductions do not include discretionary deductions such as health
I nsurance, savings bonds, charitable contributions, etc. Deductions
may be made from any type of pay that the enpl oyee receives from DO,
e.g., basic pay, special pay, retirenent pay, or incentive pay. FIR
301-54.2 and FTR 301-76.2
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14.

PART E
L AW ENFO

1-14.1 Authority.

Agency Heads, after consultation wth the Inspector General
for the Departnent, nmay authorize or approve paynment of subsistence
and certain transportati on expenses for threatened individuals (see
1-14.4) whose lives are placed in jeopardy as a result of the em
pl oyee' s assigned duties and who, as a protective neasure, are noved
to tenporary living accomodations at or away fromthe officia
station wthin or outside CONUS. FTR 301-31.1

1-14_.2 Agency Responsibility/Delegation of Authority.

A request for authorization of expenses under this Part mnust
be nade to the Agency Head, describe the circunstances of the travel,
and certify the necessity. Agency Heads may not further del egate
their authority under this Part. FTR 301-70. 600

1-14_.3 Policy.

The authority under 1-14.1 is to be given priority
consi deration when the life-threatening situation is expected to be of
tenporary duration (normally no nore than 60 days) and the only
feasible alternative is to transfer the enpl oyees to a new duty
station. The Agency Head nust make the final decision as to how | ong
such paynents shoul d conti nue based on the specific nature and
potential duration of the life-threatening situation and the
alternative costs of a change of official station for protective
pur poses. FTR 301-70. 600 and FTR 301-31. 13

1-14 .4 Eligible Individuals.

Enpl oyees (as defined in 1-1.3c(9)) who specifically serve in
a |l aw enforcenent, investigative, or simlar capacity, or other
Federal enpl oyees detailed into these capacities for special |aw
enforcenent/investigational purposes, are eligible for the all owances
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covered by this Part. The enpl oyi ng agency shall be deened to be the
one to whomthe enpl oyee was assigned at the tinme of the threat.
Menbers of such enployees' imediate famlies (as defined in 41CFR302-
1.4(f)) are also eligible. “Fam|ly” includes any nenber of your

i mediate famly as defined in this chapter. However, the agency nay,
on a case-by-case basis, expand this definition to include other
menbers of the traveler’s and/or the traveler’s spouse’ s extended
famly. FTR 300-3.1, 300-31.2 and 300-31.3

1-14 .5 Procedures for Evaluating Risk to Threatened Individuals.

When a situation occurs that appears to be life- threatening,
the agency's first responsibility is to take any appropriate action
necessary to protect the eligible individual (s), including renoval
fromthe honme. The agency nmay ask the CGrimnal Division of the
Departnent of Justice (DQJ) for assistance in determning the degree
and seriousness of the threat. The agency, however, ultimately is
responsi ble for deciding in each individual case, based on its own
assessnment of the situation (and the advice of the DQJ, if requested
and furnished), whether protective action should be initiated, or
continued if already undertaken, and the anount of subsistence and
transportation expenses that wll be approved. Authorization of
transportation and subsi stence expenses are based on the nature of the
threat and need not be authorized if the agency determ nes the threat
does not warrant paynent. At 30-day intervals, the agency wll
reeval uate the situation and deci de whet her any further extension of
the tinme period is appropriate. FTR 301-31.4, FTR 301-70.600 and FTR
301-70. 602

1-14.6 Eligibility Conditions and Limitations.

a. Limts on Duration of Tenporary Living Accomobdati ons.
Subsi stence paynents nmay begin as soon as the agency decides to invoke
the provisions of this Part in a particular situation. Normally,
subsi stence paynents may be allowed for a period of no nore than 60
days; the agency may, however, approve extensions of the tine period
as provided in 1-14.5. If the threatened individuals are directed to
nove i medi ately into tenporary accommobdati ons whil e the agency
assesses the degree and seriousness of the threat, subsistence
paynents for this period may be all owed, even when the agency
ultimately determnes that the threat is not serious or no | onger
exi sts and decides to return the individuals to their honme. Wen
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necessary occupancy of tenporary |living accommodations is expected to
exceed 120 days, the agency shoul d consider whether permanently

rel ocati ng the enpl oyee woul d be advant ageous given the specific
nature of the threat, the continued disruption of the famly, and the
al ternative costs of a change of official station. FTR 301-31.4, FTR
301-31. 13 and FTR 301-70. 601

b. Location of Tenporary Living Accommbdations. The
tenporary |iving accommodati ons may be located in the vicinity of the
enpl oyee's official station or at an alternate |ocation away fromthe
official station as circunstances warrant. Wen justified, the
enpl oyee and i medi ate fam |y nenbers may occupy tenporary living
accommodations at different |ocations. The agency will designate the
appropriate | ocations. FTR 301-70.600e, FTR 301-31.6 and FTR 301-31.7

1-14.7 Allowable Subsistence Payments.

a. Expenses Covered. Paynents under this authority are
I ntended to cover only reasonabl e and necessary subsi stence expenses
actually incurred incident to the occupancy of tenporary living
accommodati ons. Subsi stence paynents generally will be limted to the
cost of |odgings. (Actual subsistence may be authorized; per diem
al | onance may not be authorized.) FTR 301-31.11 However, certain
expenses for neals, |laundry, and cleaning of clothing may be all owed
as provided in paragraph "c" of this section. FTR 301-31.9

b. Determ ni ng Al |l owabl e Lodgi ng Costs.

(1) Allowable Costs for Daily Rentals. The sane costs
allowed in 1-7.9c for lodging facilities obtained in connection with
tenporary duty travel may be allowed for tenporary living
accommodat i ons.

(2) Allowable Types of Costs for Other-than-Daily
Rentals. Wen an eligible individual rents | odgings on an
other-than-daily basis for tenporary occupancy, the all owabl e costs
shall be converted to a daily basis using the general guidelines under
1-7.14 which apply to | odgi ngs obtained in connection wth tenporary
duty travel.

C. Determ ning Gther Allowable Expenses. Costs of food,
| aundry, and cleaning of clothing are expenses incurred in day-to-day
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living. Such expenses should be considered the responsibility of the
enpl oyee and normally will not be reinbursed. However, if tenporary

| i vi ng accommodati ons contain cooking and/or |aundry facilities, or

ot her extenuating circunstances are present, certain of these expenses
may be allowed to the extent determ ned appropriate by the agency. FTR
301-31.9

d. Maxi mum Al | owabl e Anpunt.

(1) Method of Conputation. An agency nay approve the
actual anmount of all owabl e expenses incurred in each 30-day period (or
fraction thereof) up to a maxi rum anount based on the daily
limtations cal cul ated under paragraph d(2) of this section multiplied
by 30 (or the actual nunber of days used if fewer than 30). The daily
actual subsistence expenses required to be item zed under paragraph
"e" of this section, will be totaled for each 30-day period (or
fraction thereof) and conpared with the maxi num al |l owabl e for the
particul ar period as prescribed under paragraph d(2) of this section.

(2) Daily Limtations. The maxi num anount of
subsi stence paynents for each 30 day period (or fraction thereof) wll
be based on daily Iimtations cal cul ated as provided in paragraphs
d(2) (i) through (v) of this section. If subsistence paynents are au-
thorized only for |lodging costs, the daily limtations shall be
reduced appropriately.

(1) For the enpl oyee, or for the
unacconpani ed spouse (one who necessarily occupi es tenporary
accommodat i ons wi thout the enployee or in a |location separate fromthe
enpl oyee), the daily limtation shall be an anmount prescribed by the
agency that shall not exceed the applicable maxi mum per diemrate
prescri bed under 1-7.3 for the location of the tenporary |iving
accommodat i ons.

(i1) For the spouse acconpani ed by the enpl oyee,
the daily limtation shall not exceed three-fourths of the enpl oyee's
daily imtation

(ii1) For each other nenber of the enpl oyee's
I Mmedi ate famly who is 12 years of age or older, the daily limtation
shall not exceed three-fourths of the daily limtation established for
t he enpl oyee or the unacconpani ed spouse, as appropri ate.
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(iv) For each nmenber of the enployee's i medi ate
famly who is under 12 years of age, the daily limtation shall not
exceed one-half of the daily Iimtation established for the enpl oyee
or the unacconpani ed spouse as appropri ate.

(v) For each nenber of the imediate famly who
necessarily occupies tenporary |living accommobdati ons without, or at a
| ocation separate from either the enpl oyee or the spouse, the agency
may, when the l[imtations stated in paragraphs d(2)(iii) and (iv) of
this section are inadequate, establish an appropriate higher daily
limtation, that is wwthin the [imtation prescribed in paragraph
d(2)(i) of this section. FTR 301-31.10

e. Item zation and Receipts. The actual expenses shall be
item zed in a manner which will permt at a mninmuma review of the
anounts spent daily for (1) lodging, (2) neals, and (3) other
al l owabl e itens of subsistence expenses. Receipts shall be required
at least for lodging and for any other allowabl e expenses of $75.00 or
nore. FTR 301-70.600 and FTR 301-31.12

1-14.8 Transportation to and from a Location Away from the Employ-
ee"s Designated Post of Duty.

The agency may approve the paynent of transportati on expenses
when a situation described in 1-14.1 requires the enpl oyee and/ or
menbers of the inmediate famly to be tenporarily relocated to a pl ace
away fromthe enpl oyee's designated post of duty. Transportation to
and from such | ocation shall be in accordance with the governing
provi sions of Parts 2 through 4 of this Chapter unless the agency
specifically approves a deviation fromthe rules for security reasons
(see 1-10.2 regarding use of cash to procure transportati on services
I n energency circunstances). The docunentation provisions of 1-14.9
govern in such instances. FTR 301-31.4, FTR 301-31.5. FTR 301-31.8

1-14_.9 Payment of Claims.

I n instances when docunentation m ght conprom se the security
of the individuals involved, the head of the agency may wai ve all but
absol utely essential docunentation requirenents. FTR 301-31.15

1-14_.10 Advance of Funds.
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Funds may be advanced for subsistence and transportation
expenses covered under this Part in accordance with 1-10.3. The
advance of funds will be at intervals prescribed by the agency but for
no nore than a 30-day period at a tinme. The anmount of the advance
shall not exceed an anmount based on the daily limtations established
by the agency. FTR 301-31.14
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CHAPTER 1. GENERAL TRAVEL REGULATI ONS
PART 15. TRAVEL MANAGEMENT PROGRAMS
The el enents a Federal travel nanagenent are:
Subpart A - Travel nmanagenent services, including
el ectroni c travel managenent services and commrercial travel agents

under contract to GSA or another Federal agency;

Subpart B - Conmerci al passenger transportation services
(e.g. airlines, rental cars, trains, etc.);

Subpart c¢ - Travel paynent system services such as
Governnment contractor-issued individually billed cards, centrally
billed accounts, travel ers checks, and automated-teller-machi ne (ATM
services. FTR 301.73.1

Subpart A--Use of Travel Agents and Travel Management Centers
(TMC*S)

1-15.1 Scope of Subpart.

a. This Subpart prescribes policies and procedures for the
managenent of use of comercial travel agents to supply transportation
and travel services for Federal enployees or officers on official
travel. It also provides for the establishnment, control, and
adm ni stration of travel nmanagenent centers supplying these services
to Federal agencies. FTR 301-73.2

b. A Travel Managenent Center (TMC) is a commercial trave
of fice operated by a travel agent under contract with the CGeneral
Services Adm nistration (GSA) and adm nistered within DOL by the
Assi stant Secretary for Adm nistration and Managenent. FTR 301-73.2
and FTR 301-73.101

1-15.2 Applicability.

This Subpart applies to all enpl oyees of the Departnent of
Labor. FTR 301-73. 100 and FTR 301-73. 200

1-15.3 Restricted Authority to Use Travel Agents.
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Except for travel agencies under contract with GSA,
desi gnated as Travel Managenent Centers, use of travel agents is
prohi bited. Two exceptions to this general rule are contained in 1-
3.4(b). FTR 301-50.1

1-15.4 Establishment of TMC"S.

GSA contracts for TMC s in | ocations where the vol une of
travel justifies the need for such services.

1-15.5 TMC Responsibilities.

Under the terns of the contract with GSA, a TMC is required
t o:

a. Comply with the Federal Travel Reqgul ations, 41 CFR 301-
304, and simlar regul ations as applicabl e;

b. Comply with all appropriate Federal travel prograns,
such as the GSA schedul ed passenger, transportation services contracts
(city-pairs), the GSA travel expense paynent system (governnent
contractor-issued charge card), and the Fly-Arerica Act (49 U S. C

App. 1517);

C. Provide a full range of services to assist the traveler
or Federal agency (including airline, bus, ship, or train reservations
and ticketing; hotel and notel reservations; and commerci al auto
rental s;

d. Del i ver travel docunents to designated control points
for agencies' conveni ence;

e. Respond qui ckly when probl ens arise regardi ng changes in
a traveler's itinerary; and

f. Provi de appropriate managenent information reports which
include all billing activity, summarize travel data, and confirm
adherence to Federal travel policies. FTR 301-73.101

1-15.6 GSA Responsibilities.
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GSA will handle all required procurenent processes. FTR 301-
73. 101

1-15.7 Agency Responsibilities.

a. The Departnent nmay be requested to participate with GSA
on a technical review panel to evaluate proposals fromtravel agents
In the selection and eval uati on process.

b. Agencies are required to conply with the terns of the
GSA contract and may not nake separate contractual agreenents with
TMCs.

c. Before TMC service is initiated, the Servicing Finance
Ofice nust establish, as a mninmum certain internal procedures.
These are:

(1) Requirenments for certification of official trave
(for exanple, a copy of the travel authorization be exchanged for each
ticket received at the point of delivery or a travel authorization
nunber); and

(2) Billing and paynment procedures, including ticket
refunds (for exanple, an agency with a national or centralized finance
office my require field offices to return unused tickets to that
office which will, in turn, make a request to the TMC for ticket
refunds, rather than have field offices return tickets directly).

(3) Transactions wwth a TMC are conparable to those
made directly with a carrier. Therefore, transactions between the
agency and the TMC are governed by applicable audit regulations. 1In a
| etter dated March 7, 1996, the Director of Transportation Audits of
GSA has granted the Departnent an indefinite exception to use a
bl anket GIR when procuring passenger transportation services, for an
entire fiscal year, through an authorized TMC. GSA in their
del egation stressed the need for DOL to standardi ze procedures in this
area. QOASAM in conjunction with the OCFO w Il pronul gate
I nstructions regarding the preparation and processi ng of bl anket GIRs.
At a minimum the invoices nust relate the ticket nunbers to the
travel authorization nunbers. The tickets should also cite the travel
aut hori zation nunber. Wien GIR s are issued to a TMC, they shall be
made out in the nanme of the TMC, not the carrier. Simlarly, unused
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tickets purchased fromthe TMC shall be returned directly to the TMC
for refunds.

(4) Agencies will be requested to participate on a
| ocal oversight commttee to review TMC performance, coordi nate agency
and TMC procedures, and provide GSA with requested information. Local
oversight commttee participation may be on a rotating or pernmanent
basi s.

(5) Agencies shall remain responsible for enployee
conpliance with this subtitle, including mandatory use of the contract
air/rail carriers programand restrictions on premumclass air
travel .

(6) Agencies shall conply with the Pronpt Paynent Act,
as anmended (31 U. S. C 3901), and naeke tinely paynents to the TMC in
accordance with the Act and O fice of Managenent and Budget gui de-
| i nes.

1-15.8 Employee Responsibilities.

a. Policy. Enployees shall, whenever possible, acquire
transportation services, |lodging, and rental car(s) through a TMC.
TMC s have been instructed to request governnent contractor credit
card i nformati on when naki ng reservati ons on behalf of DCOL enpl oyees.
FTR 301.50.1 and FTR 301-73. 200

(1) Required Use of TMCs. Starting January 1, 2001, to
| npl enent the Hotel/Mdtel Fire Safety Act, as anended (see 5 U S. C
5707c). use of a TMC to purchase transportation services, |odging, and
rental car(s) wll becone mandatory. Until that tinme, Authorizing and
Approving O ficials should encourage travelers to use the travel
managenent systemfor all common carrier, |odging, and car rental
arrangenents. FTR 301-73. 102 and FTR 301-73. 200

(2) Exceptions to Required Use of TMCs. An agency head,
or hi s/ her designee, may exenpt certain types of travel arrangenents
fromthe mandatory use of the travel nmanagenent system |In certain
situations, it may be inpractical to nmake advance reservations, and
therefore no reason exists to use a TMCs. FTR 301. 73. 103
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b. | ssuance of Tickets. TMC s will issue tickets to
enpl oyees on contract carriers only, unless the enpl oyee presents an
approved form DL 1-2024, Request and Authorization for Exception from
Standard Contract Terns for Cty-Pair Service or an equival ent
f or m menor andum Enpl oyees who nust travel in energency situations may
arrange through a TMC to pick up their tickets at the airport
termnal. The airlines now add an additional fee for this service.
Enpl oyees are encouraged to use electronic ticketing when ever
possi ble. Some TMC may convert to electronic ticketing entirely.

C. Unused or Partially Used Tickets. Enployees who acquire
their ticket with a governnent-authorized charge card nust return the
unused or partially used ticket to the TMC and obtain a credit to
their charge card account. Enployees who acquire their ticket
directly froman airline will obtain a credit directly fromthe
airline.
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Subpart B--Use of Contract Airline/Rail Passenger Service
Between Selected Cities/Airports

1-15.20 Scope of Subpart.

a. Thi s Subpart prescribes policies and procedures
governing the use of U S certificated air carriers and rail carriers
whi ch are under contract wth the General Services Adm nistration
(GSA) to furnish Federal enpl oyees and other persons authorized to
travel at Governnment expense with scheduled airline/rail passenger
service between selected U S. cities/airports and between sel ected
U.S. and international cities/airports at reduced fares. Carriers not
under contract with GSA (referred to in this nenorandum as noncontract
carriers) may be used between the selected cities/airports under
condi tions specified bel ow

b. The carriers under contract (referred to as awardees),
the contract fares, and the selected city and airport pairs to which
the contract fares apply are nmade avail able by GSA on a GSA Wb page
http://ww. pub. fss. gsa. gov/services/citypairs/.

1-15.21 Applicability.

Use of these city-pair contracts is nmandatory for al
enpl oyees of the Departnent of Labor traveling on official business
unl ess a valid exception has been approved. Use of these contracts
for personal travel is prohibited. FTR 301-50.3, FTR 301-73.202 and
FTR 301-73. 200 Contractors perform ng work under contract to the
Governnent nmay not use city-pair rates unless the comon carrier
specifically extends such use to Governnent contractors and nakes the
ext ensi on known to the general public.

1-15.22 Alternate Use of Noncontract Rail or Bus Service.

Not w t hst andi ng the provisions of this section, noncontract
rail or bus service may be used when the agency determ nes that these
nodes are advantageous to the Governnent (cost, energy, and ot her
factors considered) and conpatible with the requirenents of the travel
m ssion. The use of contract or other discount fares offered to the
Governnment by rail or bus carriers between selected cities
(city-pairs) is considered advant ageous. Whenever these di scount
fares are offered and the acconpanying service wll fulfill m ssion
requi rements, they should be used to the maxi num extent possible.
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1-15.23 Responsibility of Awardees.

a. Awar dees are not required to furnish services if, at the
time of the request for service, the scheduled carrier's conveyance is
fully | oaded; nor are awardees required to furnish any additi onal
aircraft or railcars to satisfy the transportation requirenent.
Awardees wi Il provide the official Governnment traveler with services
that are the sane as those provided to their commerci al passengers in
schedul ed jet or rail coach service, subject to the rules and
procedures published in tariffs filed with the Airline Tariff
Publ i shi ng Conpany or contained in the awardees' contracts of
carri age.

b. In describing unrestricted contract fares, awardees wl|
use the designator "YCA " Awardees will describe restricted contract
fares by using a three-letter designator in which the |ast two
characters wll always consist of the letters "CA"; e.g., "QCA "

C. Awardees w Il issue prepaid tickets at no extra charge
to Federal agencies when such tickets are requested by the Governnent
except in accordance wth the provisions stated in "d." below This
service, commonly known as prepaid ticket advice (PTA), includes
notification between awardees' offices by electronic neans or nail
that a requestor in one |location has purchased and requested issuance
of prepaid transportation tickets to a person in another |ocation.
CGenerally, this service is used for Federal travelers who are | ocated
In renote areas or at long distances fromairports or rail termnals
and do not have inmedi ate access to a ticket issuing facility. PTA
servi ce shoul d not be used except where exceptional circunstances re-
qui re use of such service.

d. Awar dees may charge the current conmercial fee for PTA
when the ticket is booked by a TMC and that booking facility/ TMC is
wthin 25 mles of the traveler's location and the ticket is booked at
| east one business day prior to departure. The fee may be wai ved at
t he vendors discretion.

1-15.24 Procedures for Obtaining Service.

a. Cty-pair airline/rail passenger service may be obtai ned
either directly fromthe carriers or indirectly froma Travel
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Managenent Center (TMC) established by GSA. See Section 1-15.25 bel ow
for nore information about TMCs.

b. The Departnent of Labor participates in GSA's travel and
transportati on expense paynent system governnent contractor-issued
charge card); therefore DOL enpl oyees will use governnent
contractor-issued charge cards for common carrier tickets to the
maxi mum extent provided. The charge cards may be presented to
awar dees, TMCs, airline and AMIRAK ticket counters.

FTR 301-73. 200 and FTR 301-73. 201

C. In those very limted circunstances when a traveler is
aut horized to use cash to procure service under 41 CFR 101-41. 203- 2,
the traveler shall be prepared to authenticate the trip as official
travel. Wen cash is used, the awardees have the option of furnishing
or not furnishing services at the contract fare. |[|f only one contract
Is anarded for a city/airport pair and the awardee does not provide a
contract fare with the use of cash, the travel er shall procure service
fromthe awardee or a noncontract carrier offering the |owest fare.
I f nmore than one carrier has been awarded a contract for a
city/airport pair, the traveler shall observe the order of awardee
succession in selecting an awardee which provides a contract fare with
the use of cash. |[|f none of the awardees provides a contract fare
wWith the use of cash, the traveler shall procure service froman
awar dee or noncontract carrier offering the lowest fare. Cash or
personal credit cards may not be used to circunvent the Governnment's
contracts. Reinbursenent of cash purchases or with a credit card
ot her than the governnent contractor-issued card may be significantly
del ayed due to the approval process.

d. When a reservation for contract service is requested,
the fare basis shall be identified as "YCA" (unrestricted) or "CA"
(restricted), as appropriate, and the awardee's ticket agent shall be
instructed to apply the appropriate fare basis and contract fare.
Agenci es using tel etype ticketing equi pnent shall examne airline
tickets to determne if the tickets contain the correct fare or
whet her they shoul d be cancel ed and new tickets issued. Tickets
pi cked up at the airline ticket office shall be verified to ensure
that the proper fare is shown on the ticket.

e. Contract fares apply only for the city/airport pairs and
are not applicable to or frominternmedi ate points. However, the
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contract fares are applicable in conjunction with other published
fares or other contract fares.

f. Wen a city/airport pair contract is awarded and the
awar dee subsequently offers a fare lower than its contract fare (or
t hat of another awardee) for the sane service, the ordering agency nay
elect to use the lower fare. Pronotional, restricted, and those
special fares offered by the awardee and applicable only to Gover nnent
enpl oyees on official travel (commonly known as status fares) nmay be
used if the traveler can neet the qualifying restrictions to obtain
such fares.

g. When separate contract fares apply for specific airports
In selected cities served by nore than one airport, travelers my
(without further justification) use the airport which best suits their
needs considering total costs of the trip, i.e., air fare, |and
transportation, tine, etc. However, enployees will be responsible for
excess costs and any additional expenses incurred for personal
preference or convenience only when the enpl oyee chooses ot her than
the |l east cost airport fromwhich to depart and/or return.

1-15.25 Use of Travel Management Centers (TMC"s).

a. TMCs are commercial offices operated by travel agents
under contract with GSA. TMCs are responsible for providing and
arranging all travel services required by the participating agenci es.
TMC' s have been authorized to charge Transacti on Fees when booki ng
common carrier transportation. For enployees who use a Gover nnent
sponsored, contractor-issued charge card, such fees will be directly
charged to the enpl oyee’ s charge card account and wll be reinbursed
by DOL when appropri ate.

b. When governnent contractor-issued charge cards are used,
travel managenent services may be furnished by any TMC as provided in
Subpart C of this Part. FTR 301-73. 301

1-15.26 Progressive Airline Awards for the Same City/Airport Pair.

a. Wen progressive awards are nmade for the sane city/airport
pai r, agencies shall obtain contract services in the order of awardee
priority. The availability of a lower restricted fare by a secondary
awar dee does not renove the Governnent's obligation to request service
fromthe prinmary awardee. Agencies nmay use the secondary awardee's
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restricted fare only if the exceptions noted in paragraph "b" of this
section indicate that the use of the secondary awardee is justified.
For exanple, if the primary awardee offers a YCA fare of $90 and the
secondary awardee offers a YCA fare of $100 and a QCA fare of $80, the
QCA fare of $80 may be used only if the primary awardee with the | ower
YCA fare of $90 is displaced for reasons noted in paragraph "b" bel ow.

b. The secondary awardee nmay be used when:

(1) Seating space or the scheduled flight of the
primary awardee is not available in tinme to acconplish the purpose of
the travel, or the scheduled flight would require the traveler to
| ncur unnecessary overni ght | odgi ng expense;

(2) The primary awardee's flight schedule for the
travel involved is inconsistent wwth the Governnent's policy of
scheduling travel to the maxi num extent practicable during normal
wor ki ng hours; or

(3) Based on a cost conparison, the prinmary awardee's
fare, when added to such factors as ground transportation, |ost pro-
ductive tinme, allowable overtine, and additional overnight | odging
expense, would result in higher costs to the Governnent than the costs
resulting fromthe use of the secondary awardee.

C. Wien an awardee offers a commercial fare lower than its
Governnent contract fare, the ordering agency may use the |ower fare
provi ded the qualifications for obtaining the lower fare are
conpatible with the agency's travel requirenents and provi ded a cost
conpari son of total costs prescribed in paragraph b(3) above justifies
a change in the order of awardee succession. By offering the general
public a fare lower than its contract fare, the awardee assunes the
status of a noncontract carrier and the provisions in 1-15.27 apply.

1-15.27 Use of Noncontract Carriers for Listed City/Airport Pairs.

Agenci es are authorized to approve the use of noncontract
carriers for city/airport pairs 1-3.4a. FTR 301-10.107 This authority
has been re-delegated to the Authorizing Oficial. Use of a
noncontract carrier nust be supported by facts in the case, justified
by the reasons discussed in 1-3.4a and properly docunent ed.

Exceptions to the use of city-pair contract flights nust be docunented
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on a formDL 1-2024, Request and Authorization for Exception from
Standard Contract Terns for Cty-Pair Service, or an equival ent

f orml menorandum or on individual travel authorizations (if known
before travel begins), or approved on vouchers (if not known before
travel begins).

1-15.28 Traveler Liability.

In the absence of specific authorization or approval stated
on or attached to the travel authorization or travel voucher, a
travel er shall be responsible for any difference in the cost that may
result fromthe travel er's unauthorized use of noncontract service or
the failure to observe the order of awardee succession. The
travel er's i ndebtedness to the Governnent shall be the difference
between the price of the service used and the | owest contract fare
applicable to the travel involved. FTR 301-10.109

1-15.29 Use of Contract City-Pair Fares or Other Government Discount
Fares for Personal Trips.

Enpl oyees nmay not obtain contract city-pair fares or other
Gover nnent discount fares (i.e., MDG YDG QG etc.) for persona
trips or for spouses or dependents acconpanying themwhile they are
traveling on official Governnent business. FTR 301-73. 202
Addi tionally, an enpl oyee who takes an indirect route for personal
reasons may not use contract city-pair fares or other Governnent
di scount fares for those segnents of the trip which are not directly
bet ween | ocations where the traveler is required to be for official
Gover nnent busi ness. Enpl oyees who take indirect trips are to obtain
their tickets on contract city-pair or other Governnment discount fare
carriers as if they were traveling on a direct route between TDY
| ocations. The tickets should be obtained through the use of a
contractor-issued charge card or TMC. The enpl oyee shoul d then
exchange the ticket acquired for one including the indirect points
wi t hout benefits of contract city-pair fares or other Governnent
di scount fares for those localities and pay any additional fare with
personal funds.
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Subpart C--Travel and Transportation Expense Payment System:
Contractor-Issued Charge Cards, Centrally Billed Accounts, Traveler
Checks, and Automated-Teller-Machine (ATM) Services.

1-15.40 Scope of Subpart.

Thi s Subpart prescribes policies and procedures governing the
use of the CGeneral Services Admnistration (GSA) travel and
transportati on expense paynent system GSA has contracted for the
| ssuance and nai ntenance of i ndividual contractor-issued charge cards,
the establishnent of centrally billed accounts, the issuance of
travel ers checks, and the provision of automated-teller-nmachine (ATM
services. The GSA travel and transportati on expense program i ncl udes
provi sions for the follow ng:

a. Individual enployee governnent contractor-issued charge
cards used to pay for travel and transportati on expenses; i.e.,
passenger transportation tickets, vehicle rental charges, |odging,
neal s, etc, except as specified in 1-1,105. (see 1-15.44);

b. Centrally billed accounts used by desi gnated agency
offices primarily for the purchase of passenger transportation
services (see 1-15.45);

c. Travelers checks (or cash) used for other expenses; i.e.,
| aundry, parking, local transportation, or tips (see 1-15.46); and

d. ATM access at |ocations throughout the United States and
wor | dwi de (see 1-15.47). FTR 301-73. 300

1-15.41 Applicability.

This Subpart applies to agencies and individual enployees
participating in GSA's travel and transportati on expense paynent
system

1-15.42 Definitions.

For the purposes of this Subpart the foll ow ng definitions
appl y:
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a. Autonated-Teller-Mchine (ATM services are
contractor-provided ATM servi ces which allow cash wthdrawal s from
participating ATMs to be charged to a contractor-issued charge card
(see paragraph "c" of this section).

b. Centrally Billed neans a Governnent Travel System account
establ i shed by the charge card contractor at the request of a
partici pati ng agency.

c. Charge Card neans a contractor-issued charge card to be
used by travelers of a participating agency to pay for passenger
transportation services, subsistence expenses, and other allowable
travel and transportati on expenses incurred in connection with
official travel. FTR 301-73.201

d. Participating Agency neans an agency or departnent that
participates in GSA' s travel and transportation expense paynent
system

e. Travel Managenent Center (TMC) neans a commercial travel
firmunder contract to GSA that provides reservations, ticketing, and
rel ated travel managenent services for official travelers.

1-15.43 Agency Participation and Responsibilities.

a. Participation. The Departnent participates in the
I ndi vi dual governnment contractor-issued charge card program i ncl udi ng
the ATM services of the travel and transportation expense paynent
program contracted by the General Services Adm nistration. Under the
new GSA charge card program effective Novenber 30, 1998, it is the
responsibility of the traveler to select the vendor that will be nost
beneficial to the agency's travel and transportation needs. FTR 301-
73. 301

b. Responsibilities.

(1) Departnent. The Admnistrative Oficers of ESA,
ETA, OSHA, BLS and the Director of the Business Operations Center
(BOC), shall appoint coordinators for their respective National Ofice
enpl oyees; the Adm nistrative Oficers of O G and MSHA shal | appoi nt
coordinators with responsibility nationwide for their particul ar
agenci es and Regi onal Adm ni strators- OASAM shal | appoi nt Regi ona
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Coordinators for all enployees wthin their respective regions except
A G and MSHA. These coordi nators shall have the responsibility for
aut hori zing and nonitoring the use of governnent contractor-issued
charge cards. In fulfilling their responsibilities, coordinators
shal I :

(1) Ensure the conpl eteness of enpl oyee account
card applications;

(ii) Forward the original application to the
contractor;

(i1i1) Wien requested by the contractor:

(A) Notify enpl oyees of delinquent nonthly
paynents; and

(B) Recover the card fromthe enployee in
I nst ances where del i nquent paynents are not justified;

(iv) In instances where delinquent paynents are
justified (e.g., vouchers tinely filed but not processed wthin the
Departnent's gui delines; advance purchases of excursion airline
tickets; admnistrative error, etc.) notify the contractor's billing
of fice; and

(v) Review contractor's reports to identify
enpl oyees who:

(A) Have left the Departnent,;
(B) Should not have received a card;
(© Have nore than one card; or
(D) Have billed personal itens to the card.
(2) Traveler. Cardholders are personally responsible
for all itens billed to the card, unless the card was reported |ost or
stolen prior to the charge being placed on the account. Enployees

shall pay the contractor in accordance with the contractor's paynent
terms. The charge card should be secured in the sanme manner as a
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personal charge card. The card shall not be stored or kept by anyone
ot her than the enpl oyee, and the enpl oyee should not give the card
nunber to anot her enpl oyee to make travel arrangenents on his/her
behal f. Enpl oyees shoul d bl ack-out the last eight digits of the
charge card nunber fromall receipts submtted with their trave
vouchers.

1-15.44 Individual Employee Charge Cards.

a. Aut hority. Under 41 CFR 101-41. 203, Federal agencies
historically used a U S. Governnent Transportation Request (GIR), SF
1169, to purchase passenger transportation services directly froma
common carrier or through a commercial travel agent under contract to
GSA (see Subpart A of this Part). Authority to deviate from4l CFR
101-41. 203 was granted by the Adm nistrator of General Services on
August 4, 1983, thus allowng eligible individuals to participate in
the charge card program Governnent contractor-issued charge cards
are the primary nmethod of acquiring transportation services. The
charge cards may be used to acquire transportation services directly
fromthe carrier or froma TMC, a travel agent under contract to GSA
FTR 301-73. 201

b. | ssuing Charge Cards. Governnent contractor-issued
charge cards will be issued to enpl oyees who expect to travel on
of ficial business nore than twce a year. These cards shall be used
only for expenses incurred for officially authorized Governnent
travel. FTR 301-51.1, FTR 301-51.5, FTR 301-51.6, FTR 301-70.700, FTR
301-70. 705, and FTR 301-70.706 1In order to obtain a card an enpl oyee
nmust conpl ete an enpl oyee card account application for agency approval
and subm ssion to the contractor. Inconplete applications nust be
returned to the enployee. The "Agency/ Organi zation" section of the
application nust be conpleted by the appropriate Coordi nator assigned
I n accordance with 1-15.43b(1) above.

Each coordi nator has been furnished a control account nunber. The cost
center is the four digit organization responsibility cost center code
(RCO). The four digit Federal Information Processing Standards (FlIPS)
codes are provided bel ow

FI PS/ AGENCY NANE

A ETA 1630 Enpl oynent and Trai ning Adm nistration
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E ESA 1635 Enpl oynent Standards Adm nistration

F OSHA 1650 Cccupational Safety And Health Adm ni stration

G aG 1604 O fice of Inspector Ceneral

J BLS 1625 Bureau of Labor Statistics

K | LAB 1609 Bureau of International Labor Affairs

N SCQL 1603 O fice of the Solicitor

R VSHA 1645 M ne Safety And Health Adm nistration

3 PVBA 1621 Pension and Welfare Benefits Adm nistration

4 SECY 1601 O fice of the Secretary

4 oCl A 1607 O fice of Congressional and |ntergovernnental
Affairs

4 OPA 1608 O fice of Public Affairs

4 V\B 1655 Wnen' s Bureau

4 DEPSEC 1602 O fice of the Deputy Secretary

4 ALJ 1613 O fice of Admnistrative Law Judges

4 BRB 1615 Benefits Revi ew Board

4 ECAB 1616 Enpl oyees' Conpensati on Revi ew Board

4 OSBVA 1618 O fice of Small Business and Mnority Affairs

4 WAB 1610 Wage Appeal s Board

4 NCEP 1663 Nati onal Conm ssion for Enploynent Policy

4 PCEPD 1667 President's Commttee on People with
Disabilities

4 ASP 1606 O fice of the Assistant Secretary for Policy

5 VETS 1653 Vet erans' Enploynent and Training Service

6 OQASAM 1605 O fice of the Assistant Secretary for

Adm ni strati onand Managenent.
PBGC 1665 Pensi on Benefit Guaranty Corporation

For the ATM program (see 1-15.47 below), the coordinator should
indicate in the proper section that the ATMcash limt is $1000.

(This amount is intended to provide roomfor overlap of w thdrawals
and billing cycles. See 1-15.47 for cash withdrawal limts.)

Compl eted applications nust be sent to the charge card conpany address
provi ded to each coordi nat or

C. Use of Charge Cards.

(1) The governnent contractor-issued charge card may
only be used by an enpl oyee solely for expenses authorized on the
enpl oyee's travel authorization and incurred incident to officially
aut hori zed Governnent travel. These expenses include |odging, neals,
gasoline, incidentals, autonobile rental, and common carrier
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transportati on when acquired froma Governnent Travel Managenent
Center (TMC) or directly fromthe carrier. FTR 301-51.1, FTR 301-51.5,
FTR 301-70. 700, and FTR 301-70.705 Note that the charge card shal

not be used to procure travel and transportation services fromcom
nmerci al travel agencies that are not under contract to the Governnent
to provide such services to the Governnent traveler. Enployees who
acqui re comon carrier transportation with the charge card and either
| ose the ticket or fail to use all or part of the ticket are
responsi ble for obtaining a credit for the unused ticket or reporting
aloss to the carrier. Failure to obtain a credit fromthe carrier
will result in the enployee being financially liable for the entire
anount of the ticket.

(2) Cardholders may not use a contractor-issued charge
card for personal expenses. This prohibition includes use of the card
to obtain contract city-pair fares on a conmon carrier for a nenber of
the enployee's famly who is not on Governnent authorized travel while
acconpanyi ng the enpl oyee, and the use of the card to obtain contract
city-pair fares for personal side trips taken in conjunction wth
officially authorized travel. FTR 301-51.5, FTR 301-70.705, and FTR
301- 73. 202 Unaut hori zed use of the card may result in its cancellation
and disciplinary action, as appropriate. FTR 301-51.6, FTR 301-70.706

d. Monthly Contractor Bills and Paynents. The terns of the
contract with the charge card contractor require billing and paynent
to be perforned in the follow ng manner. The contractor bills charges
directly to the individual enployee each nonth. Charges billed to the
I ndi vi dual enpl oyee are due and nust be paid in full within 25

cal endar days of the billing date. There are no interest or late
charges, and extended or partial paynent is not permtted. Questions
concerning billings and paynents should be directed to the charge card

contractor.

e. Travel Voucher d ai ns.

(1) Preparing and Submtting Travel Vouchers. Upon
conpleting official travel, the enployee nust prepare and submt a
travel voucher, together with any required receipts, to the Approving
Oficial who will review and approve the voucher. An Approving
Oficial Travel Voucher Review Check List is available fromthe
Servicing Finance Ofice to assist in the review In addition, Travel
Manager software cal cul ates and checks half of the itens required.
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The voucher is then submtted to the appropriate finance or paying
office. The enployee is reinbursed for travel and transportation
expenses aut horized and al |l owabl e under this subtitle and agency
policies and procedures. Travel vouchers will be processed within the
time l[imts prescribed in 1-11.6.

(2) Unused Transportation Tickets. Unused or partially
unused tickets purchased with individual cards shall be returned to a
TMC or carrier and a refund credit recei pt obtained. Unused tickets
t hat have been prepaid for pickup at the airport nust be refunded by
the airline upon whose ticket stock the ticket was issued. The
enpl oyee may cl ai mrei nbursenent on the travel voucher only for the
cost of the tickets actually used. Refunds for unused tickets will be
credited to the enpl oyee's account. The unused tickets shall not be
submtted wth the travel voucher. (See 1-3.5) FTR 301-72.301

(3) Transportation Charges and Assignnent of Rights.
Travel vouchers submtted for reinbursenent of transportation
purchased with charge cards nust include a statenent which assigns to
the United States all rights which the traveler has in connection with
recovery of overcharges fromthe carrier(s). This statenent is
preprinted on the SF 1012, and nust be initialed by the enpl oyee when
cl ai mng rei nbursenent for transportation expenses. It is also
i ncluded in Travel Manager.

f. Charge Card Cancellation and Suspension. Charge cards
may be cancel ed by the enpl oyee, the participating agency, or the
charge card contractor. Cancellations may be acconplished by
t el ephone notification with subsequent witten confirmation to the
charge card contractor. The charge card contractor may cancel an
enpl oyee's card when the contractor's statenent has not been paid in
full 120 cal endar days after the date the statenment was issued.

g. Lost or Stolen Charge Cards. An enployee is not
responsi ble for any charges incurred against a |ost or stolen card
provi ded the enpl oyee pronptly reports loss of the card to the
contractor under the terns of the cardnenber agreenent signed by the
enpl oyee when the charge card was issued. Additionally, enployees
shall also report lost or stolen cards to their Coordi nator

h. Financial Ooligations/Liability. Except for charges
accrued against pronptly reported |ost or stolen cards, enployees wth
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charge cards are liable for all billed charges. (See paragraphs "c
and "g" of this section.) CGovernnent enployees nust pay their just
financial debts under Section 206 of Executive Order 11222 (May 8,
1965) and O fice of Personnel Managenent Regul ations, 5 CFR 735. 207.
At the request of the contractor, Federal agencies and departnents,
wi t hout Governnent liability, may assist in collecting delinquent
enpl oyee accounts (see 1-13.1). The Governnment assunes no liability
for charges incurred on enpl oyee charge cards (including charges re-
lating to ATMw t hdrawal s), nor is the Governnent |liable for |ost or
stol en charge cards.

l. Enpl oyee Transfers or Relocations. To insure
uni nterrupted service when an enpl oyee transfers fromone office to
anot her, the Coordi nator may:

(1) Obtain a new billing address (when necessary) from
t he enpl oyee prior to the actual transfer;

(2) Notify the contractor by tel ephone of the change in
the billing address, if applicable; and

(3) Forward a conpl eted Account Transfer Notice to the
contractor.

1-15.45 Centrally Billed Accounts.

The Departnment has established centrally billed accounts with
the contractor only for provision of transportation of Job Corps
enrol | ees.

1-15.46 Travelers Checks.

The Departnent does not participate in the contractor's
travel ers check program Enpl oyees wi shing to obtain travel ers checks
may do so under the provisions of 1-9. 1c.

1-15.47 ATM Services.

a. Enrollnent in the ATM Program Enpl oyees hol di ng
contractor-issued charge cards will be enrolled in the ATM program
The enpl oyees will be requested to conplete an enrollnment formfor
subm ssion to the contractor. Each enployee will receive a personal
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i dentification nunber (PIN) which will be valid approximately ten days
after the mailing of the PIN by the contractor.

b. Use of ATM Services. Enployees who use the card to
obtain a cash advance for authorized travel will be billed on their
nonthly statenent for the anobunt advanced plus a service fee. The
bill, including a service charge, is payable in full within 25
cal endar days of the billing date. The service charge |levied by the
charge card conpany and the ATM bank wi Il be rei nbursed under certain
ci rcunst ances expl ai ned bel ow provi ded the anounts drawn refl ect
reasonabl e cash requirenents for official travel

Since the charge card can be used for so many itens, including
transportation, |odging, car rental and neals, cash needs shoul d not
exceed $50 per day. For this reason, the Departnment will reinburse
travelers for service fees for ATM advances not exceedi ng $50 tines

t he nunber cal endar days in travel for a maxi numof five cal endar days
or $250 per week, provided they have no outstanding travel advance,
and request no advance for that trip. For good and sufficient reason
and approval of the Approving Oficial the per day imt may be
exceeded.

(1) Effect on Cash Advances. Funds may be advanced for
travel expenses covered under this Part in accordance with 1-10. 3.

(2) Reinbursenent. Reinbursenent of ATM service charges
is limted to the actual anobunt of the service fee charged on advances
not exceeding $50 tines the nunber of cal endar days in travel status.
As with any other itemzed claim the expense nust actually have been
I ncurred.

Wien filing clains, the voucher should reflect the service charges

| evied by either the cash providing bank or charge card conpany for
cash withdrawals fromthe ATM The entry should state "Charge card -
ATM cash w thdrawal for out-of-pocket expenses,” and |list the service
charge in colum "n" (other). I n cases of suspected abuse, the
Approving O ficial or certifying officer (voucher section) may require
recei pts. Actual use of the card may al so be verified fromthe
reports provided to the Servicing Finance Ofice by the governnent
charge card contractor

(3) Exceptions, Prohibitions, Cautions.
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(i) QCccasions nmay arise in which an enpl oyee
obtai ns an advance via the ATMfor a particular trip, but the trip
never takes place, or the trip is shortened. For exanple, a traveler
may w thdraw $100 for a four-day authorized trip. |If the trip is then
cancel ed or reduced, the service fee may be reinbursed if the
supervi sor determnes that the withdrawal of $100 was consistent with
t he advance aut hori zed. Supervisory approval of the voucher serves as
approval of the service charge expense.

(i1) Under no circunstances nay an enpl oyee be
rei mbursed the expense of |ocating an ATM since the savi ngs accruing
to the Governnment would be | ost.

(1i1) Vouchers claimng rei nbursenent for the
service fee are subject to possible audit. Such audits may include an
anal ysis of whether the anount taken fromthe ATM bears a reasonabl e
relationship to the actual out-of-pocket expenses clainmed on the
voucher and the estinmated advance for out-of-pocket expenses
identified in the authorization.

C. Cancel lation and Suspension of ATM Privileges. An
enpl oyee's ATM privil eges may be cancel ed by the enpl oyee, the
partici pati ng agency, or the charge card contractor. Cancellation by
t he enpl oyee or participating agency may be acconplished by tel ephone
notification wth subsequent witten confirmation to the charge card
contractor. The contractor may cancel an enployee's privileges only
upon notifying and obtaining concurrence of the participating agency.
The charge card contractor wll automatically suspend an enpl oyee's
ATM privil eges when the contractor's statenent has not been paid in
full within 60 cal endar days of the billing date on the billing
statenment. Additionally, the contractor nmay suspend or cancel an
enpl oyee's card if (after contacting the participating agency) the
contractor reasonably believes that the enpl oyee has nade an
unaut hori zed withdrawal or withdrawals. Finally, an enployee's ATM
privileges are automatically cancel ed upon the cancellation of his or
her card.
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CHAPTER 1. GENERAL TRAVEL REGULATI ONS

PART 16. CONFERENCE PLANNING

1-16.1 Policy.

It is the policy of the Governnent that agencies shall:

a. Exercise strict fiscal responsibility by selecting
conference sites that mnimze conference adm nistrative costs,
conference attendees' travel costs and conference attendees' time
costs, that is, to choose the site that is in the best interest of the
Governnent. FTR 301-74.5

b. Maximze the use of CGovernnent-owned or CGover nnment
provi ded conference facilities as nmuch as possi bl e.

c. ldentify opportunities to reduce costs in selecting a
particul ar conference location and facility (e.g., through the
availability of attractive and conpetitive rates during the off-season
at a site having seasonal rates). FTR 301-74.1

1-16.2 Definitions.

a. Conference. The term"conference" neans a neeti ng,
retreat, sem nar, synposium or simlar event that involves attendee
travel. The term"conference" also neans a training activity that
I nvol ves attendee travel when the training activity is considered a
conference under Chapter 410 of the Federal Personnel Manual and its
acconpanying instructional letters. FTR 301-74.1

b. Conference Costs. Conference costs are all costs paid by
the Governnent for a conference, whether paid directly by agencies or
rei mbursed by agencies to travelers or others associated with the
conference, e.g., speakers, contractors, etc. Such costs include, but
are not limted to: travel to and fromthe conference, ground
transportation, |odging, nmeals and incidental costs, |ight
refreshnments, printing, neeting roon(s), audiovisual and other
equi prent usage costs, conputer and tel ephone access fees,
regi stration fees, speaker fees, other conference-rel ated
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adm ni strative fees, and the cost of enployees' tine spent at the
conference and traveling to and fromthe conference. FTR 301-74.2

1-16.3 Authorization of Government Sponsorship or
Co-sponsorship of a Conference.

The agency Adm nistrative Oficer (AAO or an agency Regi onal
Adm ni strator shall authorize Governnent sponsorship or co-sponsorship
of a conference which involves travel by 30 or nore enpl oyees. FITR
301-74.3

1-16.4 Selection of a Conference Site.

a. Agency Responsibilities. Each agency shall:

(1) Assure there is appropriate managenent oversight of
t he conference planning process. FTR 301-74.3

(2) Always do cost conparisons of the size, scope, and
| ocation. Cost conparisons should include, but not be limted to, a
determ nation of adequacy of |odging roons at the established per diem
rates, overall convenience, fees, availability of neeting space,
equi prent, and supplies, and commuting or travel distance of nost
attendees. As part of the cost conparison, initial selection of a
| ocati on nust be based upon the established per diemrates for the
| ocations for which cost conparisons are made. FTR 301-74.3, FIR
301.74.4, and FTR 301.74.5

(3) Determne if a Governnent facility is available at a
cheaper rate than a commercial facility and generally should avoid
consi deration of conference sites that m ght appear extravagant to the
public. However, when a true cost savings would accrue to the
Governnment in the selection of a particular conference site (e.g.,

t hrough the availability of attractive and conpetitive rates during
the of f-season in areas having seasonal rates), agencies should avai

t hensel ves of the opportunity to save costs in selecting a conference
site. FTR 301-74.1 and FTR 301-74.3

(4) Consider alternatives to a conference, e.g.
tel econferencing. FTR 301-74.3
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(5 Limt agency representation to the m ni num nunber of
attendees determ ned by a senior official necessary to acconplish your
agency's mssion. FTR 301-74.18

(6) Provide for the consideration of travel expenses
when sel ecting attendees. FTR 301-74.18

(7) Maintain witten docunentation of the alternatives
consi dered and the selection rationale used. For each conference of
30 or nore attendees that an agency sponsor’s or fund's, in whole or
in part, a record must be naintained of the cost of each alternative
conference site considered. Agencies nust consider at |east three
sites. These records nust be nmade avail able for inspection by your
Ofice of the Inspector CGeneral or other interested parties. FTR 301-
74.3 and FTR 301-74.19

(8) Select conference sites that m nim ze conference
adm ni strative costs and conference attendees' travel costs to be paid
by the Governnent, as well as conference attendees' tinme costs. FIR
301.74.5

b. Conference Planning Consi derations.

(1) Increased Per Diem - 25 percent for Conference
Lodging. Wiile it is always desirable to obtain lodging facilities at
the chosen locality per diemrate, it may not always be possible. In
negotiating rates with the properties in the chosen | ocation, Agencies
may exceed the established | odging portion of the per diemrate by up
to 25 percent (rounded to the next whole dollar), if necessary. This
will provide flexibility in selecting an appropriate property at the
nost advant ageous |l ocation. It will also permt agencies to reinburse
their travelers' subsistence expense by using the conference | odging
al l onance (a variation of the per diemallowance rather than the
actual expense rei nbursenent nmethod). In other words, the conference
| odgi ng al l owance is a pre-determ ned maxi nrum al | onance of up to 25
percent greater than the applicable locality |odging portion of the
per diemrate that is not considered to be an actual expense
al l owance. FTR 301-74.6, FTR 301-74.7, and FTR 301-74.23

(i) The 25 percent allowance may not be applied to
M&l E. FTR 301-74.7
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(ii1) Agencies may not exceed 25 percent and stil
be covered by the conference | odging all owance. To exceed the 25
percent, actual subsistence nust be authorized. The conference | odgi ng
al | onance net hod and the actual expense nethod of reinbursenent nay
not be used concurrently. FTR 301-74.10, and FTR 301-74.12.

(1i1) For a Governnent sponsored conference, the
approval authority for the conference is the Governnent agency
sponsoring the conference. The sponsoring agency will determ ne the
appropri ate conference | odging allowance, up to 25 percent above the
establ i shed | odgi ng al |l owance for the chosen | ocation, and that rate
shall be allowable for all enployees of any agency authorized to
attend the conference. The determ nation nust be nmade by a senior
official at the sponsoring agency. FTR 301-74.8

(iv) For a non-CGovernnent sponsored conference, the
travel Approving Oficial may authorize the enpl oyee to be reinbursed
for | odging expenses incurred up to 25 percent above the established
| odgi ng al | owance for the chosen |location to the conference | ocation.
FTR 301-74.9

(2) Paynent of Conference Fees. Agencies nmay not
I ncl ude conference adm nistrative costs in an enpl oyee's per diem
al | onance paynent for attendance at a conference. Per diemis intended
only to reinburse the attendee' s subsistence expenses. Conference
fees/registration may be paid separately, either directly or by
rei mbur si ng enpl oyees who pai d such expenses and vouchered for them
FTR 301-74.13

(3) Paying for Light Refreshnents at a Conference.
Agencies nmay provide light refreshnents to agency enpl oyees attendi ng
an official conference. Light refreshnents for norning, afternoon or
eveni ng breaks are defined to include, but not be limted to, coffee,
tea, mlk, juice, soft drinks, donuts, bagels, fruit, pretzels,
cooki es, chips, or nuffins. If light refreshnents are furnished they
are a separate adm nistrative expense. Consequently no deduction of
the M& E all owance is required. The cost of |ight refreshnents may be
included in the registration fee. FTR 301-74.11 and FTR 301-74. 21

(i) I'n order for agencies to provide |ight
refreshnments at an official conference, the majority of attendees have
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to be in travel status. |If the majority are not in travel status, the
rul e does not apply. For exanple, light refreshnments may not be

provi ded at a conference where the majority of the attendees are from
the local commuting area. Light refreshnents may be provided at an
“on site” conference where the magjority of attendees are in travel

st at us.

(ii) Wiile the FTR sets no m ni num nunber of
conference attendees in order to provide light refreshnents at an
of ficial conference, conference planners are advised to use discretion
So as not to subject the agency to adverse criticism

(1i1) Agencies may not provide |ight refreshnents
to non-federal travelers unless there is a nechanismfor themto pay
the cost of providing such refreshnents, such as a registration fee.

(4) Approval to Use the 25 Percent Factor. A Federal
traveler, attending a conference, may be authorized the conference
| odgi ng al | owance when the traveler is either notified by the
conference sponsor that the conference | odging
al l onance i s necessary; and/or authorized or approved by the
travel er's agency. FTR 301-74.23

c. Prohibition on Use of a Place of Public Accommodati on that

s not a FEMA- Approved Accommodat i on.

(1) Ceneral Rule. Wen DOL sponsors or funds (see 15
U S. C 2225a), in whole or in part, a conference at a place of public
accommodation (e.g. hotel, notel, bed and breakfast, etc.) in the
United States, DOL nust use a FEMA-approved accommopdati on, except as
provi ded bel ow. FTR 301-74. 14

(i) The head of a DOL agency nakes a witten
determ nation on an individual case basis that waiver of the
requi rement to use FEMA-approved acconmodations is necessary in the
public interest for a particular event. The agency head may del egate
the authority to waive the prohibition to a senior level official if
such official is given authority with respect to all conferences
sponsored or funded by the agency. FTR 301-74.15

(ii) Any advertisenent or application for
attendance at a conference described in section 1-16.3b. nust include
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notice of the prohibition against using a non-FEVA approved pl ace of
publ i ¢ accommodati on for conferences and notice that the conference

| odgi ng al | owance applies to Federal attendees, if applicable. In
addi ti on, any executive agency, as defined in 5 U S. C. 105, shal
notify all non-Federal entities to which it provides Federal funds of
this prohibition. FTR 301-74.16

(2) Conferences within the District of Col unbia. I n
addition to the general rules provided in this part, the
foll ow ng special rules apply: Agencies may not directly procure
| odging facilities in the District of Colunbia w thout specific
aut hori zati on and appropriation from Congress (see 40 U. S.C. 34); and
any short-term conference neeting space obtained in the
District of Colunbia nust be procured under 41 CFR 101-17.101-4.
Thi s provision does not prohibit paynent of per diemto an enpl oyee
authorized to obtain lodging in the District of Colunbia while
perform ng official business travel. FTR 301-74.17
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CHAPTER 1. GENERAL TRAVEL REGULATI ONS

PART 17. AGENCY TRAVEL
DATA REQUIREMENTS
Subpart A- Travel Accounting Systems

1-17.1 Agency Travel Accounting System.

a. Purpose. The purpose of an agency travel accounting
systemis to:

1. Pay authorized and all owabl e travel expenses of
enpl oyees;

2. Provide standard data necessary for the managenent
of official travel; and

3. Ensure adequate accounting for all travel and
transportati on expenses for official travel. FTR 301-71.1

b. Functions Related to Common Carrier Transportation.

The system nust:

(1) Authorize the use of cash in accordance wth FTR
301-51.100 or as otherw se required;

(2) Correlate travel data accunul ated by your
aut hori zation and clai ns accounting systens with common carrier
transportati on docunents and data for audit purposes;

(3) ldentify unused tickets for refund;

(4) Collect unused, partially used, or
downgr aded/ exchanged tickets, fromtravel ers upon conpl etion of
travel ;

(5) Track deni ed boardi ng conpensati on from enpl oyees;
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(6) ldentify and collect refunds due fromcarriers for
over paynents, or unused, partially used, or downgraded/ exchanged
tickets; and

(7) Reconcile all centrally billed travel expenses (e.g.
airline, lodging, car rentals, etc.) with travel aut hori zati ons
and clains to assure that only authorized charges are paid. FTR 301
72.100

C. Requirenents Related to Travel Advances. The data nust
be captured in the agency travel advance accounting system are:

(1) The name and social security nunber of each enpl oyee
who has an advance;

(2) The anount of the advance;
(3) The date of issuance; and

(4) The date of reconciliation for unused portions of
travel advances. FTR 301-71.302

d. Required Standard Data Elenents. The standard data
el enments and when nust they be captured on a travel accounting system
are listed in Appendix A of this chapter and nust be on any travel
claimformauthorized for use by agency enpl oyees. FTR 301-71.2

Subpart B--Annual Survey
1-17.100 Scope.

This Subpart applies to any Federal agency, as defined in 5
U S.C 5701(1), which spent nore than $5 mllion on travel and
transportati on paynents, including paynents for enpl oyee rel ocation,
during the fiscal year prior to the survey year.
These requirenents are based on 5 U S.C. 5701-5709; E. O 11609, 36 FR
13747, 33 CFR, 1971-1975 Conp., p. 586.

1-17.101 Applicability.
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a. The Agencies |listed below are required to annually
report fiscal year travel and relocation cost data to the Ceneral
Services Adm nistration:

Bureau of Labor Statistics

Enpl oynent and Trai ning Adm ni stration

Enpl oynent St andards Adm nistration

M ne Safety and Health Adm nistration
QCccupational Safety and Health Adm nistration
Al'l other agencies as a unit

b. This Subpart al so applies to any agency not specifically
listed in paragraph "a" above which spends over $5 million on travel
and transportation during the fiscal year.

1-17.102 Reporting Requirements.

a. FEach agency within DOL that spent nore than $5 million on
travel and transportation paynents, including relocation, during the
fiscal year imedi ately preceding the survey year nust report
information required in b below Every two years GSA will distribute
t he Federal Agencies Travel Survey which is assigned |nteragency
Control No. 0362-GSA-AN. Copies of the survey may be obtai ned from
the Director, Travel and Transportati on Managenent Policy Division
(MIT), Ofice of Governnentw de Policy, CGeneral Services
Adm ni stration, Washi ngton, DC 20405. FTR 300-70.1

b. For the fiscal year reporting period agencies nust report
the follow ng infornation:

(1) Estimated total agency paynents for travel and
transportati on of people;

(2) Average costs and duration of trips;
(3) Amount of official travel by purpose(s);

(4) Estimated total agency paynents for enpl oyee
rel ocation; and

(5) Any other specific information GSA may require for
the reporting period. FTR 300-70.2
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c. The survey will specify the due date. The head of the
agency nust appoint a designee at the headquarters | evel responsible
for ensuring that the survey is conpleted and returned to GSA by the
due date. Upon receiving a survey, the CFO nust submt the designee's
nanme, address, and tel ephone nunber to the Director, Travel and
Transportation Managenent Policy Division (MIT), Ofice of
Governnmentwi de Policy, General Services Adm nistration, Washi ngton, DC
20405. FTR 300-70. 3

d. For major sub organi zations, required responses are as
fol |l ows:

(1) Separate response from each sub organi zati on which
spent nmore than $5 mllion for travel and relocation during the
fiscal year imedi ately preceding the survey year

(2) A consolidated response covering all the sub
organi zati ons which did not spend nore than $5 million for travel and
rel ocation during the fiscal year imediately preceding the survey
year; and

(3) A consolidated response which covers all conponents
of the agency. FTR 300-70.4
e. The CFO is responsible for preparing and submtting this
report.

Subpart C--Reporting to IRS - Use of Vehicles

1-17.200 Taxability of the Use of Government-Owned or -Leased Vehicles
for Commuting.

The Deficit Reduction Act of 1984 (Public Law 98-369) and the
Cont enpor aneous Record keepi ng Requi renents Repeal (Public Law 99-44)
requi re that certain noncash fringe benefits be subject to Federal
I ncome taxes, as well as Social Security and/or Mdicare taxes. Anbng
t hese noncash benefits is the use of a Governnent-owned or -|eased
vehicle (GV) for commuting. A GOV is considered as being used for
commuting when it is used by an enpl oyee to travel between residence
and pl ace of work, whether round-trip or one-way, where the Governnent
woul d not fully reinburse the enpl oyee had the enpl oyee used a
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privately-owned vehicle (POV). 1In accordance with Internal Revenue
Service (IRS) regul ations, the Departnent has el ected:

a. To report this benefit on a special accounting period
which is Novenber 1 of the year preceding the year for which the
benefit is reported through Cctober 31 of the year for which the
benefit is reported; and

b. Not to wthhold for Federal incone taxes (however,
Soci al Security and Medi care deductions will be taken).

1-17.201 Responsibilities.

a. Agency Adm nistrative Oficers (AADSs). Agency
Adm nistrative Oficers (AAO s) are responsible for ensuring that
supervisors wthin their respective agencies are aware of the
requi rements and procedures for reporting to the IRS use of a GOV for
commuting. They are also responsible for reporting the use of GOV s
for coomuting by their agency's enpl oyees at the National Ofice to
t he enpl oyees' respective Servicing Payroll Ofice (SPO.
Additionally, the Mne Safety and Health Adm nistration (NMSHA)
Adm nistrative Oficer is responsible for ensuring that MSHA' s
District Ofice Directors report the use of GOV s for commuting by the
District's enployees to their respective SPO

b. Director - Business Qperations Center (BOC). The
Director, BOC, is responsible for ensuring that supervisors within the
agenci es serviced by BOC are aware of the requirenents and procedures
for reporting to IRS use of a GOV for conmuting. Furthernore, the
Director is also responsible for ensuring that the use of GQOV's to
commute by National Ofice enployees of these agencies is reported to
their respective SPO s.

C. Reporting O ficer. The reporting officers (AAO s,
Regi onal Adm nistrators - OASAM Director - BOC, MSHA District
Managers, or individuals in equivalent positions) are responsible for
ensuring that supervisors within their office's jurisdiction report to
them the nanme of each enpl oyee who used a GOV to commute and the
nunber of times the enpl oyee used a GOV to conmute one way. The
reporting officer shall consolidate this information and report it to
t he SPO.
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d. Supervisor. The supervisor is responsible for
determ ning, in conjunction with the enpl oyee and through the use of
vehi cl e-use | ogs, the nunber of tines the enployee used a GOV for
commuting. The supervisor shall report to the Reporting Oficer the
nane of each enpl oyee who used a GOV for commuting and the nunber of
tinmes the enpl oyee used a GOV to commut e one way.

e. Servicing Payroll Ofice. The SPOw Il manually prepare
the W2's for this benefit. Additionally, the SPOis responsible for
all payroll-related entries for this benefit.

f. Ofice of Accounting and Paynment Services. The Ofice of
Accounting and Paynent Services (QAPS) w Il issue a nenorandum on or
bef ore January 31 of each year informng all travelers of: (1) the
requirenment to report to the IRS the use of GOV 's to comute; (2) the
dol | ar val ue of each one-way commute; (3) the requirenent to w thhold
Social Security and Medicare taxes for this benefit; (4) the
Departnent's election not to withhold Federal incone taxes; and (5)
the Departnent's election to use the special accounting period. The
QAPS wi || also arrange to have this nmenorandum di stributed to new
enpl oyees and wll issue a notice in October of each year rem nding
reporting officers of the requirenent to report the use of a GOV to
commute as incone to the enployee. This notice will also provide the
procedures to be followed in reporting the data. Finally, OAPS w ||
ensure that all SPOs submt their W2's in a tinely manner and wi ||
include all the W2's for this benefit in the Departnent's filing of
| RS Form 941, Enployer's Quarterly Federal Tax Return, for the fourth
quarter of each calendar year. The OAPS will also submt to the
States, copies of their W2's.

Subpart D-Reporting to IRS - Travel Advances.

1-17.300 Taxability of Excessive Travel Advances.

a. Aut hority. Legislation enacted in 1988 (P.L. 100-485)
requi res enployers, including Federal agencies, to report excessive
travel / expense advances as taxabl e incone. Regulations promnul gated by
the IRS in 1990 and 1991 set criteria for determ ning when an advance
| S excessive.

b. Responsi bilities.
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(1) Agency Admnistrative Oficers. Agency
Adm nistrative Oficers (AAOs); the Director, BOC, and the Regi ona
Adm nistrators - QASAM are responsi ble for ensuring that supervisors
within their respective agencies are aware of the potential tax
consequences of an enpl oyee hol di ng an excessive travel advance.

(2) Servicing Finance Ofice. The SFOw Il identify
excessi ve advances subject to the IRS regul ations and prepare the W
2's for this benefit. The SPOis responsible for all payroll-rel ated
entries for this benefit.

(3) Ofice of Accounting and Paynent Services. The
Ofice of Accounting and Paynent Services(QAPS) w Il issue a
menor andum each year informng all travelers of the requirenents to
report to the I RS excessive advances, and the requirenent to wthhold
Social Security and Medicare taxes for this benefit. OAPS will ensure
that all SPOs submt their W2's in a tinely manner and will include
all the W2's for this benefit in the Departnent's filing of IRS Form
941, Enployer's Quarterly Federal Tax Return. QAPS wll also submt
to the States, copies of their W2's.

1-17.301. Avoidance of Tax Liability of Excessive Advance.

| f enpl oyees follow existing DOL policies and procedures
contained in 1-10.3 of this Chapter for draw ng advances, vouchering
busi ness expenses, and repayi ng excess advances, no travel advance
paynments need to be reported to the IRS as incone.

Subpart E-Reporting to IRS - Reimbursement of Long-Term Assignment.

1-17.400 Taxability of Reimbursement of Long-Term Assignments.

a. Aut hority. Reinbursenent of certain travel expenses is
consi dered taxabl e incone. Section 161 of the Internal Revenue Code
(IRC), contained in title 26 of the CFR, allows taxpayers to deduct
ordi nary and necessary expenses paid or incurred in carrying on any
trade or business. The Energy Policy Act of 1992, P.L. 102-486 which
I's the subject of Revenue Ruling 93-86, |limts the deductibility of
travel expenses to cases where the taxpayer is tenporarily away from
honme for a period of enploynent that does not exceed one year.

b. Responsi bilities.
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(1) Agency Admnistrative Oficers. Agency
Adm nistrative Oficers (AAOs); the Director, BOC, and the Regi onal
Adm nistrators - QASAM are responsi ble for ensuring that supervisors
within their respective agencies are aware of the potential tax
consequences of an enpl oyee bei ng assigned tenporary duty away from
the official duty station |longer than 1 year.

(2) Servicing Finance Ofices. The SFGCs wll identify
travelers in tenporary duty status greater than 1 year subject to the
| RS regul ati ons and prepare the W2's for this benefit. The SPOis
responsi ble for all payroll-related entries for this benefit.

(3) Ofice of Accounting and Paynent Services ((OAPS)
OQAPS wi I | issue a nenorandum each year informng all travelers of the
requi renents to report to the I RS rei nbursenent of travel exceeding 1
year, and the requirenent to withhold Social Security and Medicare
taxes for this benefit. OAPS will ensure that all SFO s submt their
W2's in atinely manner and wll include all the W2's for this
benefit in the Departnent's filing of IRS Form 941, Enployer's
Quarterly Federal Tax Return. QCAPS will also submt to the States,
copies of their W2's.

(4) Reinbursenent of Taxes. An enployee (and spouse, if
filing jointly) who was in a TDY status for an extended period at one
| ocati on, and who incurred Federal, State, or |ocal inconme taxes on
anounts received as rei nbursenent for official travel expenses are
eligible to receive an I ncone Tax Rei nmbursenent Al lowance (I TRA). FTR
301-11.501 and FTR 301-11.502. See the Servicing Finance O fice for
det ai | s.

1-17.401. Avoidance of Tax Liability.

SOL has advi sed that:

(1) the one year rule applies to assignnents to a single
| ocation; and

(2) that in cases of interimassignnents at a single
| ocation, a reasonable person test would apply. In cases where the
return to the original post of duty is of such a long duration that it
woul d deter a reasonable person fromnoving to the area of the
assi gnnment, the assignnment prior to the return and the assignnment
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subsequent to the return woul d be considered as separate assignments.
In such a case, if neither assignnment exceeded one year, DOL woul d not
be required to report, or wthhold taxes, on travel reinbursenents for
either assignnent. On the other hand, if the return to the original
post of duty was of such short duration, e.g., a couple of weeks, that
it would not deter a reasonable person fromnoving his, or her
residence to the area of the assignnent, then the period away from

t hat post woul d be continuous and DOL would be required to report, and
wi t hhol d taxes, on the reinbursenents for the assignnent exceedi ng one

year .
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PART 20. LONG-TERM ASSIGNMENTS

Subpart A-Long-Term Training Assignments (120 Days or More)
1-20.1 General.

The purpose of this section is to assist DOL personnel
selected to participate in long-termtraining assignnents in preparing
estimates for travel, per diem noving, and educational expenses.

Enpl oyee and supervi sor shoul d devel op a nmutual |y accept abl e budget of
expenses for the training, and the budget should be prepared in
sufficient detail to permt a nmeaningful audit. 1In the event the
enpl oyee and supervisor are unable to arrive at a nutually acceptabl e
budget, the Agency Head shall set the amounts. (As of March 22, 1997,
GSA issued guidelines for Tenporary Change of Station (TCS) that
provi de rel ocation benefits wthout sale of real estate. The new
provision will provide an alternative to the "two pernmanent change of
station" provisions referenced below. Regulations wll be

I ncorporated into DLM5S 7, Chapter 2 once agreenent is reached on the
nature of DOL's program Expenses for long-termtraining assignnents
are governed by this Chapter.) and:

a. Federal Personnel Manual, Chapter 410, subchapter 6;

b. General Services Adm nistration (GSA) Federal Travel
Regul ati ons, FPMR 101-7; and

c. The Governnment Enpl oyees Training Act of 1953
(5 US C 4101 to 4118); and

d. Internal Revenue Service (IRS) Notices 93-29 and 93-86.

1-20.2 Policy.

a. Enployees should not be expected to pay any costs caused
by the training assi gnnment which are above those normally incurred at
their official permanent duty station and which are beyond the
enpl oyees' reasonable control.
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b. Enployees are responsible for contacting the training
facility representative for on-canpus or off-canpus housi ng, whichever
I's appropriate, to identify the living costs at the training site.

c. Cost differences anong geographi cal areas, different
training facilities, and the need of individuals wll be taken into
consideration in determ ning how nuch each enpl oyee should be all owed
for these |ong-term expenses.

d. Enpl oyees assigned to long-termtraining may el ect to be
rei mbursed for two permanent changes of station or relocations as
provided in 1-20.4 bel ow, when the estimted costs of transportation
and rel ated services are |ess than the aggregate per diem paynents for
t he period of training.

e. Enpl oyees should submt docunents establishing travel
costs relating to the training assignnent at |east 45 days prior to
commencenent of training.

f. Under the Governnent Enpl oyees Training Act, enployees on
|l ong-termtraining are not entitled to an authorized return to the
of ficial permanent duty station every 30 days.

g. Neither per diemnor transportation costs are allowable
for famly nmenbers.

1-20.3 Calculated Per Diem Method.

a. General. A "calculated" per diemallowance is one which
Is arrived at by the supervisor and the enpl oyee based upon a nutually
prepared and acceptabl e budget. The "cal cul ated" per diemis paid for
each full or partial day the enployee is entitled to per diem In
determning the per diemrate, the cost of |odging, necessary living
expenses and any other costs that woul d be over and above what the
enpl oyee normally would pay at the old official duty station, such as
furniture rental, nedical care, or distant shopping facilities should
be considered. Under this nethod of reinbursenent, per diem and
transportation expenses for famly nenbers are not allowabl e.

b. Limtation. The full per diemallowable under the
| odgi ngs-plus per diemnethod nmay be allowed for the first 30 days for
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the enpl oyee only (not allowable for famly nenbers). Thereafter, the
per diemnust be in line wth actual and

necessary |iving expenses, but may not exceed 55 percent of the

maxi mum al | owabl e per di em under the | odgi ngs-plus per di em nethod.
The reduced per diemrate may be applied fromday one if reduced

| odgi ng expenses are expected.

1-20.4 Two Relocations of Duty Station Method.

a. General. Wen the estimated costs of transportation and
rel ated services are |less than the aggregate per diem paynents for the
period of training, an enpl oyee may el ect pursuant to 1-20.2d above,
to receive reinbursenent for the rel ocati on expenses enunerated in
par agraph "b" below (5 U S.C. 4109). These expenses wll be paid for
noving to the training site and for the return to the enpl oyee's
per manent duty station.

b. Al | owabl e Expenses. Enpl oyees who el ect the relocation
nmet hod may be rei nbursed for:

(1) Transportation of household goods to and fromthe
training site;

(2) Tenporary storage costs not-to-exceed 2 nonths at
both official duty stations;

(3) Transportation and en route per diemto and from
the training site for the enployee only; and

(4) Transportation for dependents to and fromthe
training site (per diemis not allowed for dependents).

C. Expenses Specifically Excluded. The follow ng expenses
are not authorized by law (5 U S.C. 4109) and therefore, are not
rei mbursable in connection with training assignnents.

(1) House hunting trip;
(2) Tenporary quarters all owance;

(3) M scell aneous expense al l onance; and
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(4) Real estate and unexpired | ease al |l owances.

1-20.5 Miscel laneous Allowable Expenses.

In addition to subsistence expenses or relocation expenses,
an enpl oyee on a long-termtraining assignnment is entitled to | ocal
transportation related to the training, parking, and travel between
the training site and residence.

1-20.6 Approval Procedures.

The official authorizing the training should send the draft
budget for National Ofice enployees to the Human Resource Center
OASAM and shoul d send the budget for field enployees to the
appropriate OASAM regi onal office, for coment. The supervisor shal
prepare a Travel Authorization, or formDL 1-33B, and send it al ong
wi th the budget through proper channels for approval. After both the
travel authorization and the budget have been approved, an Assi gnnent
to Training Qutside the Departnent, formDL 1-101, nust be prepared
and forwarded through official channels with the approved budget
attached. After the budget, Travel Authorization and the formDL
1- 101 have been approved, the enpl oyee nay obtain a travel advance to
defray certai n out-of-pocket expenses. These expenses include
transportation, per diem parking, travel between training site and
resi dence, or equi pnent rental necessary to performclass work.
Advances for these itens are subject to the [imtations set-forth in
1-10.

1-20.7 Time and Attendance Records.

Time and attendance records will be naintained and processed
I n the usual manner at the enployee's official permanent duty station.
The enpl oyee should obtain certified weekly attendance reports from
the training facility. These reports should be forwarded to the
enpl oyee's tinme and attendance clerk who should attach these reports
to the enployee's tine record to support the enployee's tinme and
att endance card.

1-20.8 Leave and Vacation Periods.

a. Ext ended Vacation Periods, Senester Breaks, etc. Wen
the enpl oyee remains at the training facility during extended vacation
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periods or tinme off between senmesters, the enployee wll not be
charged annual |eave. |If the "calcul ated" per diem nethod was el ected
by the enpl oyee, he/she will continue to receive per diem The

enpl oyi ng organi zation may, at its option, require a certification
that the enployee is actually studying and if not, the enploying
organi zation may require the enployee to return to the official
permanent duty station to work during these periods. The enpl oyee may
be required to return only if it was determned that the return was in
the interest of the Governnent. |In determ ning whether the return was
in the interest of the Governnent, consideration nust be given to the
cost of the returnin relation to the cost to remain at the training
site and the nature of the work perforned.

An enpl oyee on the "cal cul ated" per diemnethod will be reinbursed for
transportati on expenses and en route per diemwhen ordered to return
to the official permanent duty station. Per diemat the training site
will cease while the enployee is at the permanent official duty
station and no per diemmay be allowed at the official permanent duty
station. \Wereas, an enployee who el ected the two pernmanent changes
of station nethod in lieu of a "calculated" per diemis entitled to
per diemat the permanent official duty station in addition to
transportation costs and en route per diem

b. Annual Leave.

(1) At Training Facility. Wen an enployee fails to
attend cl asses for personal reasons other than health, annual | eave
shall be charged. If the enployee is on the "cal cul ated" per diem
nmet hod and the period of annual |eave is nore than four hours, the
enpl oyee shall not be all owed per diemfor the day.

(2) Away From Training Facility. |If, for personal
reasons not connected with the training assignnment, the enpl oyee
| eaves the netropolitan area in which the training site is |ocated,
annual |leave wll be charged. |f the enployee is on the "cal cul ated"
per diemnethod, and is away fromthe training site for persona
reasons, a per diemallowance may not be allowed for that period of
time.

(3) Approval. Wenever possible, annual |eave should
have prior approval of the enpl oyee's supervisor.
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C. Sick Leave. If an enployee is sick and cannot attend
cl asses when they are being conducted, sick |eave wll be charged.
However, those enployee's on the "cal cul ated" per diemnethod w ||
continue to receive per diemin accordance with 1-12.5.

1-20.9 Reimbursements.

Enpl oyees who are on a "cal cul ated” per diemshall request
rei mbursenent in accordance wth Part 7 of Chapter 1. Enpl oyees who
el ect the two rel ocations nethod shall request reinbursenent for
novi ng expenses in accordance with Chapter 2 of this Mnual .

Rei nbursenent for |ocal travel by enpl oyees on the two rel ocations or
two permanent changes of stations (PCS) nethod shall be in accordance
wth 1-2.3 of this Chapter.

1-20.10 Taxability of Reimbursements.

The Energy Policy Act of 1992 anended the Internal Revenue Code to
provide that "the taxpayer shall not be treated as being tenporarily
away from hone during any period of enploynent if such period exceeds
1 year." See Part 17, Agency Travel Data Requirenents, Subpart E,
Reporting to IRS - Rei nbursenment for Long-Term Tenporary Duty, in this
Chapt er.

Subpart B-Intergovernmental Personnel Act (1PA) and Executive
Exchange Assignments

1-20.100 General.

| nt ergover nnental Personal Act (I PA) or Executive Exchange
Assignnments are perfornmed under agreenent with the State or conpany
wi th which the personnel exchange assignnent is arranged. The
agreenent normally includes the nature of the work to be perforned as
wel |l as the negotiated financial details of the personnel exchange.
As a general principle, the Departnent's share of the cost should be
related to the extent the agency's own mssion will be supported, or
to the extent the public purpose or national interest would be served.
| PA exchanges and the paynent of rel ated expenses are authorized by 5
U S. C 3371, 3372, 3373, 3374, 3375 and 5724.

1-20.101 Policy.
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Dependent on the nature of the assignnent, it may be
negoti ated on a reinbursable or a non-reinbursable basis, partial or
in full. In determning the Departnent's share of the costs of the
assignnment, the assignnent's |evel of assistance in carrying out the
agency's m ssion and prograns should be considered. Wen the
assignnment will be of direct assistance in carrying out the m ssion
and prograns of the Departnent, it nay be desirable to support a nmjor
or full anount of the costs of the assignnent. Wereas, when the
assignnent is for a public purpose or in the national interest with
only indirect benefit to the Departnent, it may be advisable to
negotiate a | esser anount of the assignnent's costs.

Enpl oyees on | PA assignnents are not entitled to an authorized return
to the official permanent duty station every 30 days.

As of March 22, 1997, GSA issued guidelines for Tenporary Change of
Station (TCS) that provide relocation benefits without sale of real
estate. The new provision will provide an alternative to the "two

per manent change of station" provisions referenced below Regul ations
will be incorporated into DLM5s 7, Chapter 2

1-20.102 Federal Employees/Agency Options.

a. General. Federal enployees on | PA or Executive Exchange
assignnents will be reinbursed the I esser of "b" or "c" bel ow
However, if the cost factors are essentially the sane the enpl oyee may
el ect the nethod of reinbursenent. The AAO and t he enpl oyee shoul d
prepare cost budgets under both nethods in order to select the | east
costly nethod to the Governnent; or, if the costs of both nmethods are
essentially the sanme, then the nethod nost satisfactory to the
enpl oyee nmay be sel ect ed.

b. Cal cul ated or Reduced Per Diem Method. A "cal cul ated" or
reduced per diemallowance is one which is arrived at by the
supervi sor and the enpl oyee based upon a nutually prepared and
accept abl e budget. The "cal cul ated" or reduced per diemis paid for
each full or partial day the enployee is entitled to per diem In
determning the per diemrate, the cost of |odging, necessary living
expenses and any other costs that woul d be over and above what the
enpl oyee normally would pay at the old official duty station, such as
furniture rental, nedical care, or distant shopping facilities should
be considered. Under this nethod of reinbursenent per diem and
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transportation expenses for famly nenbers are not allowable. Per
diemfor the first 30 days of the assignnent is limted to not nore
than the maxi num al |l owabl e for the locality of the assignnent under

t he | odgi ngs-plus per diemnethod. Thereafter, per diemis [imted to
55 percent of the maxi nmum al |l owabl e per di em under the | odgi ngs-pl us
met hod.

C. Two Per manent Changes of Station Mt hod.

(1) Ceneral. Wen the estimated costs of transportati on and
rel ated services are |less than the aggregate per diem paynents for the
period of the assignnent, or if the enployee elects the two PCS net hod
pursuant to "a" above, the enployee wll be reinbursed the relocation
expenses enunerated in (2) below (5 U S. C. 3375). These expenses W ||
be paid for noving to the | ocation of the assignnent and for the
return to the enpl oyee's permanent duty station.

(2) Allowable Expenses. Enployees who use the relocation
nmet hod may be rei nbursed for:

(1) Transportation of household goods to and fromthe
assi gnnent | ocati on;

(ii) Tenporary storage costs not-to-exceed 2 nonths at
t he assignnent |ocation and upon return to the official duty station;

(ii1) Transportation and en route per diemto and from
t he assignnent |ocation for the enpl oyee and his/her inmediate famly;

(iv) Tenmporary quarters allowance for the enpl oyee and
his/her imrediate famly at the assignnment |ocation and upon return to
the official duty station;

(v) Non-tenporary storage of househol d goods and
personal effects in connection with an assignnent at an isol ated
| ocation; and

(vi) Relocation incone tax allowance for certain
expenses incurred in connection with a PCS nove (see 2-11)
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(3) Expenses Specifically Excluded. The follow ng expenses
are not authorized by law (5 U S.C. 3375) and therefore, are not
rei mbursable in connection with | PA or Executive Exchange assignnents:

(i)House hunting trip;
(i1i) Mscell aneous expense all owance; and
(ii1) Real estate and unexpired | ease all owances.

1-20.103 State Emplovyees.

St at e enpl oyees accepting assignnents with the Departnent
will be authorized travel and expense al |l owances consistent with the
rates and regulations of their State and will be reinbursed by their
State under the terns of the Agreenent. Any supplenental travel or
per diem allowances (as well as salary increases) are the
responsibility of the State and are not authorized.

1-20.104 Employment Agreement.

The travel and transportation expenses specified above for
both Federal and State enpl oyees may be allowed only after the
enpl oyee agrees in witing to conplete the entire assignnent period or
one year, whichever is shorter, unless the assignnent is term nated
for reasons beyond their control that are acceptable to the
Departnent. |If the enployee or the State violates or inproperly
term nates the agreenent, the noney spent by the Federal Governnent
may be recovered fromthe enpl oyee and/or the State as a debt due to
the United States. The decision about who wll pay the travel and
transportation costs to and froma given assignnent will be nade by
the Departnental Personnel Oficer and State officials authorized to
negoti ate the Assignnent Agreenent.

1-20.105 Travel During Assignment®s Duration.

Travel expenses incurred as a result of travel directed and
aut hori zed by the Departnent during the period of an enpl oyee's
assignnment will be paid by the Departnent pursuant to Chapter 2 of
this Manual and Part 3 of this Chapter. Any additional travel
expenses incurred as a result of travel directed and authorized by the
State will be paid by the State in accordance wth State | aws and
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regulations. 1In no event will the travel er receive reinbursenent from
both the State and the Federal Governnent for the sane travel. An

enpl oyee on the "cal cul ated" or reduced per diemnethod may only
receive per diemat one |ocation on any cal endar day. Therefore, the
"cal cul ated" or reduced per diemmay not be allowed when the enpl oyee
receives per diemwhile in travel status during the duration of the
assi gnnent .

1-20.106 Ordered to Return to Official Permanent Duty Station During
Assignment.

An enpl oyee on the "cal cul ated" or reduced per di em nethod
wi Il be reinbursed for transportati on expenses and en route per diem
when ordered to return to the official permanent duty station. Per
diemat the assignnment |location will cease while the enpl oyee is at
t he permanent official duty station and no per diemnmay be allowed at
the official permanent duty station. However, an enpl oyee who on the
two PCS nethod in lieu of a "cal cul ated" or reduced per diemis
entitled to per diemat the permanent official duty station in
addition to transportation costs and en route per diem

1-20.107 Annual Leave.

When an enpl oyee on the "cal cul ated" or reduced per diem
nmet hod takes annual |eave, entitlenent to per diemis in accordance
with 1-7.15.

1-20.108 Sick Leave.

If an enployee is ill and does not report to the office, sick
| eave will be charged. Those enpl oyees on the "cal cul ated" or reduced
per diemnethod will continue to receive per diemin accordance wth
1-12. 5.

1-20.109 Taxability of Reimbursements.

The Energy Policy Act of 1992 anended the Internal Revenue Code to
provide that "the taxpayer shall not be treated as being tenporarily
away from hone during any period of enploynent if such period exceeds
1 year." See Part 17, Subpart E, Reporting to IRS - Rei nbursenent for
Long- Term Tenporary Duty, in this Chapter.
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APPENDI X A TO DLMs 7, CHAPTER 1 is not included in the Wb copy of the
Chapt er because of font and margi n consi derations.
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